Welcome to the Latest Edition of the Military Family Battle Book

A Collection of Helps
Compiled by the Spouses of
The United States Army War College
Class of 1998



Every year, the spouses of the Army War College students get together at Carlisle Barracks to
plan and create a ‘spouses’ project. > These annual projects are as diverse and distinct as each
the individuals involved. This year, the 1998 Army War College Spouses’ decided to compile a
booklet meant to enhance the lives of those who follow us in the role of “Military Spouse.”

This booklet is a collection of all the ‘helps’ we have collected over the years. While it is meant
to be used in conjunction with “Choices and Challenges”, It Takes A Team, and/or any one of a
million different “How To” books you have in your possession, it may also stand on its’ own as
an organizing tool and a resource guide for many of the experiences you will have as a military
spouse.

This book is in loose-leaf form in order to make it as user-friendly as possible. It is not
complete; indeed, it never will be finished. But by adding and taking out materials as needed, it
will be uniquely “you” and will fit your needs. Dividing and subdividing may become
necessary!

Some of these resources are gender-specific. In recognition that there will always be spouses
who are female as well as spouses that are male, we included all, regardless of gender. Feel free
to adapt anything that suits your fancy. Anything considered outdated for your needs can easily
be removed.

Please share this book and its’ contents as you proceed in your role as a Military Spouse. It is
meant to be shared throughout the ‘spouses’ network’!

Few of these ideas are original. They are tried and true resources that have been used by
military spouses for years (after all, imitation is the purest form of flattery!) For this reason, we
cannot to give credit where credit is due .. . and our deepest apologies to any we may have
offended. Rather, a “thanks” and “good job”, “Atta Boy!” and a great “Pat on the Back™ to all
who have contributed to this book, as well as those who have so graciously played an active and
substantive role in the United States Army, that of the Military Spouse.

Best wishes and fond hopes to each of you!

From the United States War College Class of 1998 Spouses

Committee Members:

Sue Weidenthal Carla Bergner Cindy Scaparrotti

Mary Ellen Keen Chris Kohler Donna Madden
Kathy Krueger Lynn McNamara Melissa Helmick
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Rosters

In this section, place any rosters you need for reference:
Examples of rosters you may wish to have available:

Family Readiness Group Roster(s)
Unit Social Roster

Command and Staff

Coftee Group Roster

You may also want to check with Army Community Service (ACS) for a “Smart
Book” or an Installation problem solving matrix to place in this section. It would
show what organizations are responsible for handling specific types of problems
and their phone numbers.




Info Notes

In this section, place information papers, ‘flo notes’, minutes, and other
recordings from meetings and organizations. These notes usually are updated
monthly or quarterly and information is time sensitive. Info notes generally can
be removed and replaced by the most current information at regular intervals.

Examples of Info Notes you may wish to keep in this section include:
Command and Staff notes
Army Community Service (ACS) notes
Youth Services Bulletin
OWC/OSC/ESC/EWC
Thrift Shop
Club News

* Note: Again, these are time sensitive notes that are frequently updated. Information regarding
the aforementioned clubs/organizations would go under a different section, such as “Clubs” or
“Resources”




Calendars

In this section, place activity calendars you may need to refer to for planning.
These calendars often change monthly or on a regular interval.

Examples of calendars you may wish to have (if available) :

B Unit training calendars from brigade, battalion or company
(usually available from the unit S3)
Army Community Service (ACS)
Officers’ Spouses Club(OSC or OWC) / Enlisted Spouses Club (ESC)
Calendars
Education Center Calendar
Youth Services Calendar
Directorate of Personnel and Community Activities (DPCA) Calendar
Morale, Welfare and Recreation (MWR) Calendar

Helpful Hint: Create a long-range calendar for your unit spouses by month, listing
planned activities for each month. Include specific dates if available. Regular
monthly or quarterly events may be included under the appropriate month or
listed at the end. Include things such as Volunteer Recognition Month for April,
local school spring breaks, unit block leave, etc.




Newsletters

In this section, add you local newsletters from any organization(s).




Resources

In this section you will find basic information on military and
community resources. Your local area may have curtailed services
or may offer additional services based on need. Add additional
information to this section about groups or agencies providing
assistance to the military and their families in your particular
location.

Additionally, a sample “Refrigerator Quick Reference Sheet” has
been provided.




Computer Resources

See your Brigade/Battalion Signal Officer for assistance and procedures for establishing an e-
mail address, computer training, and usage. You may have to see the installation Director of
Information Management, who is part of the garrison commander’s staff, for this information.

We have provided some World Wide Web sites for various activities that can be a great
resource for you. These are just a start. Use your Internet search engines to find more.

The U.S. Army Homepage - http://www.army.mil/

Military Family Research -_http://mfi.marywood.edu/www/Research/Current.html

Army Family Action Plan, Army Family Team Building, Army community Service, BOSS,
Youth Services, MWR, and other community programs can be found at -

http://trol.redstone.army.mil/mwr/index.html

The Standard Installation Topic exchange Service (SITES). Look up where you are or are going
- http://www.dmdc.osd.mil/sites/

Do you have TDY Per Diem, VHA, OHA, or COLA amount questions?
http://www.dtic.mil/perdiem/rateinfo.html

US Army War College - http://carlisle-www.army.mil/

IT TAKES A TEAM, A Resource for the Company Commander’s Spouse/Representative -
http:/carlisle-www.army.mil/usawc/dclm/take/index.htm

U.S. Army Research Institute, How to Support Families During Overseas Deployments: A
Sourcebook for Service Providers, Research Report 1687 (Click on “Recent Reports”) -
http://www-ari.army.mil/

Army Family Liaison Office (FLO) Notes -

http://www.hgda.army.mil/acsimweb/family/family.htm

Want to take AFTB Level I online, then try - http://www.gordon.army.mil/roa/aftb/

Military Spouse Net - http://www.spousenet.com/

Want to know about boards, promotions, or branch news, then go to the U.S. Total Army
Personnel command - http://www-perscom.army.mil/default.htm

Unit Web Site: http://www.

Welcome to the Military Children and Youth Website: http://military-
childrenandyouth.calib.com/index.htm




Welcome to Legal Services: http://www.jagcnet.army.mil/Legal

Department of Command, Leadership, and Management Publications (to include /¢ Takes a
Team, Military Family Program Battlebook, A Guidebook for Training the Battalion
Commander’s Spouse, The Spouse's Guide To BSB And Garrison Commandes:
http://www.carlisle.army.mil/usawc/dclm/newmfppage.htm#pubs

Sgt. Moms: The Internet Resource for Military Families:
http://www.sgtmoms.com/data/modules/pbm/rendered/welcome_april 2002.asp

Military Brats on Line: http://www.lynxu.com/

Family Readiness Links:
http://www.sgtmoms.com/user/Ink/Ink user display.asp?action=display channel objects&Chan
nellD=129695

The following Websites are not ‘military’ based, but may be invaluable to you when you
need information!

iTools :Quick access to the best Internet tools, Search Tools: Find anything on the Web,
Language Tools: Look up words or translate them, Research Tools: Find facts and theories about
any subject, Financial Tools : Convert currency, Map Tools: See a map or get driving directions,
Internet Tools: Use networking and web tools: http://www.itools.com/

Resources for Homeschoolers (A complete site of reference tools):
http://home.att.net/~bandcparker/reference.html

“The Single Best Resource for Facts on the Web™: http://www.refdesk.com/

“Maps, Driving Directions, Road Trip Planner, Yellow Pages™:
http://www.mapquest.com/main.adp

“Reverse Phone Directory, Reverse Address Directory, etc.”:
http://www.reversephonedirectory.com/




A RESOURCE GUIDE
TO COMMUNITY ASSISTANCE

INTRODUCTION

This guide is designed to inform leaders, soldiers, civilian employees, retired military, spouses
and family members about typical installation services that may he available to them. It may also
be used by service agency personnel to refer their clients to the appropriate activity or office for
assistance.

The guide has two parts. The first part is an Index of Service Functions and the agency that
provides the service. The second part is a Description of Agency Services plus the responsible

office under the Standard Installation Organization.

How to Use This Guide.

If you want to know about a particular service, but do not know what agency might provide it,
turn to the first section (Service Index) which indicates the responsible agency. Once you know
the name of the agency you are 1ooking for, look up that agencies name in the second section
(Description of Agency Services).

Eligibility for Services

The services listed are normally available to all active duty soldiers and their family members.
Eligibility for services may vary by command and installation. Eligibility will also vary
according to status, e.g. member, spouse and family member of the National Guardsman, Army
Reservist, military retiree, and DOD civilian employee. Eligibility or authorization for a service
should therefore be determined by contacting the agency that provides the service.

Accuracy of Information

While the information contained in this guide has been checked carefully for accuracy, there are
several reasons why it may not be correct in a particular command or at a specific installation.
First, there may be regulatory changes. Second, there may be unique differences depending on
the command and status of person, e.g. the privileges for Department of the Army civilian
employees in overseas areas or the PX privileges for active versus reserve duty military
personnel. Third, there may be local command exceptions to policies concerning use of facilities.
Fourth, the agencies and services may vary from post to post. Therefore, it is strongly
recommended that persons seeking information or making a referral should check with the actual
agency and responsible agency concerning specific services provided and authorization
requirements.

Service Agencies 1



Service Function

Adoption

Adult Education

AIDS Information

Alcohol/Drug Services

Ambulance

Animal Care/Control

Arts and Crafts

Baby Sitting

Banking and Credit Union

Basic Skill Education
Program

Burial and Graves

Career Counseling

CHAMPUS

Chaplain

SERVICE INDEX

Agencies That Give Service

Amy Community Service

American Red Cross

Arts and Crafts Shop
Auto Crafts Shop
Civilian Personnel Center
Education Center
Entertainment Branch

American Red Cross

Hospital/Health Clinic

Alcohol and Drug Abuse Prevention
and Control (ADAPCP)

Hospital or Health Clinic

Hospital or Health Clinic

Veterinary Activity
Military Police

Arts and Crafts Shop
Auto Crafts Shop

Amy Community Service

Bank
Federal Credit Union

Education Center

Casualty Section

Education Center

Civilian Personnel Office

Upward Mobility Program

CHAMPUS Office, Hosp./Health Clinic

Chaplain

Service Agencies 2
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Service Function

Child Abuse and Neglect

Child Care and Development

Childbirth-Prenatal and
Postnatal Care

Citizenship
Class 6 (Alcoholic
Beverages)
Clothing Sales and Alterations

Clubs and Other Groups

College

Commissary

Community Activity
Center

Community Relations

SERVICE INDEX

Agencies That Give Service

Amy Community Service
Military Police

Hospital or Health Clinic.
Staff Judge Advocate

Child Development Services

Hospital or Health Clinic

Staff Judge Advocate
Education Center

Four Seasons Store
Package Beverage Store

Clothing Sales Store (Military)

Clubs (Installation)

Clubs and Other Groups

Religious Groups

Social and Professional Organizations

Education Center
Civilian Personnel Office

Commissary Store

Recreation Center (Community)
Youth Activities

Band.

Mayoral Program
Public Affairs Office
Chaplain

Alcohol and Drug Abuse Prevention and

Control (ADAPCP)
Equal Employment Opportunity Office
Equal Opportunity Office
Army Community Service
Youth Activities

Service Agencies 3
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Service Function

Conservation of Nature

Consumer Information
and Protection

Continuing Education

Counseling

Crafts

Crime Prevention Program

Crisis Services

Cultural Events
and Festivals

Day Care/Nursery
Dental Care

Education

SERVICE INDEX

Agencies That Give Service

Forester-Bldgs and Grounds Div.

Army Community Service
Housing Referral Office
Staff Judge Advocate
Inspector General

Education Center
Civilian Personnel Office

Mental Health Activity

Alcohol and Drug Abuse Prevention and
Control (ADAPCP)

Army Community Service

Chaplain

American Red Cross

Arts and Crafts Shop
Auto Crafts Shop

Military Police
Billeting Office
Security Guards/DOD Police

Army Community Service
Military Police
Hospital or Health Clinic

Equal Employment Opportunity Office
Equal Opportunity Office

Arts and Crafts Shop

Entertainment Branch

Information, Tour and Travel (ITT)
Public Affairs Office

Child Development Service
Dental Activities

Alcohol and Drug Abuse Prevention
and Control (ADAPCP)
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Service Function

Education (cont.)

Education Counseling
and Testing

Emergency Financial
Assistance

Emergency Notification

Emergency Room

Employment Assistance

Environmental Health

Equal Opportunity

Equipment Rental Recreation
Financial Assistance,

for Education

Financial Assistance
with Health Care Costs

SERVICE INDEX

Agencies That Give Service

American Red Cross
Education Center

Education Center
Civilian Personnel Office
Upward Mobility Program

Army Emergency Relief
American Red Cross

American Red Cross
Casualty Section

Hospital or Health Clinic

Civilian Personnel Office
Army Community Service
Education Center

Hospital or Health Clinic

Safety Office

Dental Activities

Utilities and Pollution Control Division
Sanitation Branch

Equal Employment Opportunity Office
Equal Opportunity

Housing Referral Office

Upward Mobility Program

Outdoor Recreation Center
Education Center
Civilian Personnel Office

Upward Mobility Program

CHAMPUS Off., Hosp./Health Clinic
Army Community Service

Service Agencies 5
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Service Function

Financial /Budget Counseling

Fire Department

First Aid Training

Food Locker/Food Stamps

Foster Homes

Handicapped Services

High School Completion

Homemaker

Home visitor

Hospital
Housing Referral

Human Relations

SERVICE INDEX

Agencies That Give Service

Army Community Service
American Red Cross
Staff Judge Advocate

Fire Prevention & Protection Div.

American Red Cross
Safety Office

Amy Community Service

Amy Community Service
Staff Judge Advocate

Army Community Service
Civilian Personnel Office
Hospital or Health Clinic

Education Center
Civilian Personnel Office

Amy Community Service
Hospital or Health Clinic

Hospital or Health Clinic
Amy Community Service

Hospital or Health Clinic

Housing Referral Office

Billeting Office

Public Affairs Office

Equal Opportunity

Equal Employment Opportunity Office
Chaplain

Mayoral Program

Service Agencies 6
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Service Function

Identification Cards

Indoor Sports Facilities

Information/News

Inspector General
Juvenile Delinquency Control

Juvenile Delinquency
Prevention

Legal Assistance
Lending Closet
Library

Library

Licenses

Loans

Medical Assistance

SERVICE INDEX

Agencies That Give Service

Identification Card Section
Security Guards/DOD Police

Gymnasium

Bowling Alley

Recreation Center (Community)
Youth Activities

Public Affairs Office

Amy Community Service
Retirement Services Branch
Command Bulletin

Inspector General

Military Police

Youth Activities

Chaplain

Military Police

Mental Health Activity (Community)
Staff Judge Advocate

Army Community Service

31
Film Library - Training Aids Services Office

Military Police

Outdoor Recreation Center
Staff Judge Advocate
Veterinary Activity

Army Emergency Relief
American Red Cross
Bank

Federal Credit Union

Hospital or Health Clinic
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Service Function

Mental Health and Hygiene

Military Affiliated
Radio System (MARS)

Military Police

Movies

Museum

Music

Orientation

Pastoral Counseling
Personnel Services

Pharmacy

Photographs, Official
Physical Examinations

Pollution

Post Exchange

Post Office

SERVICE INDEX

Agencies That Give Service

Mental Health Activity (Community)

MARS Station
Military Police

Post Theater
Film Library

Museum

Band
Entertainment Branch

Army Community Service
Public Affairs Office
Education Center

Alcohol and Drug Abuse Prevention and

Control (ADAPCP)
Safety Office
Fire Prevention & Protection Div.
Staff Judge Advocate
Chaplain

Civilian Personnel Office

Pharmacy
Hospital or Health Clinic

Photo Lab

Hospital or Health Clinic

Utilities and Pollution Control Division

Sanitation Branch
Post Exchange System

Post Office
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SERVICE INDEX

Service Function

Preschool Education

Preventive Medicine

Private Organizations

Public Health

Quarters: Family and Troop

Rape Victim Assistance

Recreation

Referral

Registration

Religious Instruction

Religious Groups

Relocation Information

Agencies That Give Service

Child Development Services

Preventive Medicine Service
Hospital or Health Clinic

Clubs and Other Groups
Religious Groups

Utilities and Pollution Control Division
Sanitation Branch

Hospital or Health Clinic

Veterinary Activity

Dental Activities

Safety Office

Fire Prevention & Protection Div.

Housing Referral Office
Billeting Office

Hospital or Health Clinic

Amy Community Service
Military Police

Bowling

Recreation Center (Community)
Youth Center

Golf Course

Outdoor Recreation Center

Amy Community Service
Hospital or Health Clinic

Military Police
Billeting Office
Veterinary Activity
Chaplain

Religious Groups

Amy Community Service
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Service Function

Retirement Services

Safety

Self-Help Program
Services, Religious

Schools
KDN through Grade 12

Sick Call
Social Work: Health Related

Sports

Survivor’s Assistance

Tax Information

Theater and Stage

Thrift Shop

Ticket Outlet/
Entertainment Information

Transportation

Travel and Tours

SERVICE INDEX

Agencies That Give Service

Retirement Services Branch.
Civilian Personnel Office

Safety Office

Fire Prevention & Protection Div.

Military Police
Self-Help Office

Chaplain

Amy Community Service
Hospital or Health Clinic
Hospital or Health Clinic

Outdoor Recreation Center
Youth Center

Recreation Center (Community)
Bowling Alley

Golf Course

Gymnasium

Survivor’s Assistance Officer

Staff Judge Advocate
Amy Community Service

Entertainment Branch
Clubs and Other Groups

Thrift Shop

Information, Tour and Travel (ITT)

Entertainment Branch

Transportation Division

Information, Tour and Travel (ITT)

Public Affairs Office

Service Agencies 10
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Service Function

Veterans Educational
Assistance Program

Voting Information
Veterans Benefits
Veterinarian

Vocational Education

Youth Activities

SERVICE INDEX

Agencies That Give Service

Education Center

Staff Judge Advocate
Retirement Services Branch
Veterinary Activity
Education Center

Upward Mobility Program

Civilian Personnel Office

Youth Activities
Clubs and Other Groups

Service Agencies 11
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AGENCY DESCRIPTIONS

ALCOHOL AND DRUG ABUSE PREVENTION AND CONTROL (ADAPCP)

SERVICES:

1.

Educates entire military community, including family members and DA civilians, the
implications of alcohol and other drug abuse, and their personal roles in rehabilitation
and prevention.

. Rehabilitates and counsels for Alcohol and Drug Abuse Prevention and Control

Program (ADAPCP) clients and others who seek assistance.

. Coordinates with MEDDAC and the Provost Marshal on identification and

enforcement aspects of the ADAPCP.

. Provides command referral of individuals who may have a drug or alcohol problem.

This is accomplished by requesting an ADAPCP evaluation of the individual.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities (DPCA)

AMERICAN RED CROSS

SERVICES: Provides full time services as follows:

e A B S

. Counseling.

. Information and referral on government benefits for service-members and their

families.

. Reporting Services:

a. Emergency leave.

b. Emergency situations at home.

c. Compassionate reassignment, overseas deferment and hardship discharge.

d. Health and welfare reports on service-members and their families.
Assistance with communications between the service-members and their family.
Emergency financial assistance.

Volunteer opportunities.

Discharge and review board counseling.

Health, safety, and lifestyle courses.

AIDS education.

Services can be given through offices on military installations worldwide as well as
through American Red Cross Chapters in home communities.

Service Agencies 12



RESPONSIBLE AGENCY: Family Readiness Division, DPCA

ARMY COMMUNITY SERVICE

SERVICES: Provides services to include but not limited to:

1.

12.
13.
14.
15.
16.

® NN kWD

Casework, crisis and short-term counseling for personal, marital , and family
problems.

Family nonsupport allegations.
Consumer advocacy (complaints).
Budget/debt counseling.
Welcoming and relocating services.
ACS bulletin.

Loan closet.

Coordination of emergency financial assistance through Army Emergency Relief.
Army Emergency Relief gives financial assistance in the form of an interest free loan
and/or grant. Also, acts as local agent for widows and orphans or regular Army
personnel needing assistance from the Army Relief Society.

. Maintenance of a roster of available baby sitters and other talent lists.
10.
11.

Maintenance of an information file on other military installations.
General information on:
a. Human service agencies (military and civilian).
b. Adoption.
c. Foster care.
d. Food stamps
e. Schools and health-related facilities (exceptional family members)
Employment assistance
Tax assistance.
Emergency services.
Outreach
Help Center

a. Operates an emergency help line which provides information and assistance by
referring caller to the correct source of help.

b. Provides central referral where incoming clients are interviewed to determine
what service is needed. Next, the client is referred to the correct source of service.
Referrals are made to on-post as well as off-post human service agencies.

Service Agencies 13



c. Provides community orientation briefing to personnel.

RESPONSIBLE AGENCY: Family Readiness Division, DPCA

ARMY EMERGENCY RELIEF

SERVICES:

1.

2.

Provides emergency financial assistance in the form of an interest free loan
and/or grant.

Offers information regarding AER educational assistance program.

HOW TO PROCESS THE AER LOAN APPLICATIONS:

1.

NS kR D=

Fill out AER application for assistance (DA Form 1103) in your orderly room and
have your CO sign and make his recommendation.

Carry the application and pay voucher to the office of AER.

. If you are requesting rent money to prevent eviction, you must have a written eviction

notice from your landlord.

If you are requesting money to pay utilities, you should bring with you the utilities cut
off notice.

. If you are requesting money for funds stolen, the incident must have been entered on

the MP Blotter.

EXAMPLES OF WHAT AER CAN HELP WITH:

Non-receipt of pay. (Pay is due but not received.)
Loss of funds. (Theft).

Medical, dental and hospital expenses.

Funeral expenses of dependents.

Expenses for required travel.

Rent (including initial deposit).

Food.

Service Agencies 14



8. Utilities.
9. Essential POV repair.
10. Clothing

11. Disaster assistance.

RESPONSIBLE AGENCY: Family Readiness Division, DPCA

ARTS AND CRAFTS SHOP

SERVICES: Provides the following services:

1. The Arts and Crafts headquarters offers both leisure time and instructional classes in
the various art media including jewelry making, pottery, macramé, weaving, art,
photography, and other local options.

2. The Woodworking Shop is equipped for building new or restoring old furniture or
other wood projects.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

AUTO CRAFTS SHOP

SERVICES: Provides the following services:

1. Automotive craft services to include service bays, some including lifts, are available
for use in maintenance, customizing, or building of cars, small trucks and motorcycles.

2. Automotive tools are available for on-the-premises use.
3. A mechanic is on duty during hours of operation to assure safety and to give pointers.

4. Classes in automotive repair are available, as scheduled.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

Service Agencies 15



BAND

SERVICES: Provides musical performances as required for command ceremonies, parades,
briefings, etc. In a community relations role, provides musical performances for events in the
local community such as parades, school concerts, etc.

RESPONSIBLE AGENCY: Public Affairs Office or G1/AG.

BANK

SERVICES: Provides full banking services with safe deposit boxes sometimes available;
participates in the JUMPS-Army composite check guarantee program. NOTE: Banks are private
firms not connected with the Department of the Amy; the Amy does not control or endorse their
services.

RESPONSIBLE AGENCY: Director of Resource Management

BILLETING OFFICE

SERVICES: Provides the following types of housing:

1. Guest House r Accommodations for soldiers and eligible civilians, with or without
families, incident to incoming and outgoing PCS, are available in the Guest House.
Unit sizes vary. A utility room is normally available equipped with washer and dryer.

2. TDY facility - Accommodations for military and civilian TDY visitors may be
available on post, or in off-post contract motels/hotels. Certificates of non-availability
of quarters will not be issued unless all accommodations on and off post are occupied.
Reservations may be made through the billeting office.

3. Distinguished visitors quarters accommodations may be provided for distinguished
visitors. Reservations may be made through the Billeting Office.

4. Family Housing - availability varies. Contact the Family Housing office for
information and assistance.

5. Unaccompanied Personnel Housing Officer and enlisted housing is available and is
assigned by the billeting office.

RESPONSIBLE AGENCY: Director or Engineering and Housing

Service Agencies 16



BOWLING
SERVICES: Provides the following services:

1. Well maintained bowling lanes with state of the art equipment and modern
furnishings.

League and tournament bowling.
League secretary services.
Bowling lessons.

Bowling related resale items.

Storage lockers.

U T

Quality food and beverage service.

RESPONSIBLE AGENCY: Community Operations Division, DPCA

CASUALTY SECTION

SERVICES:

1. Arranges for a casualty assistance officer who provides escort to next-of-kin of a
deceased soldier and helps settle the affairs of the deceased soldier.

2. Arranges for burial, grave, and funeral of active or retired soldiers who have died.

3. Processes next of kin notification.

RESPONSIBLE AGENCY: Military Personnel Division, DPCA

CHAMPUS OFFICE

SERVICES: Advises and assists eligible persons concerning CHAMPUS coverage and
procedures.

NOTE: Generally CHAMPUS will share the cost of any medical procedure or type of medical
care which is accepted as being part of good medical practice, other than ones excluded by law.
Excluded services and procedures are many and varied. Do not assume a service or procedure is
covered by CHAMPUS.

RESPONSIBLE AGENCY:: Director of Health Services

Service Agencies 17



CHAPLAIN

SERVICES: Provides the following services:

1.

9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

A

Services of worship for general Protestant, Catholic, Jewish and Protestant
denominations.

Religious retreats.
Marriages.
Baptisms/circumcisions.
Funerals.

Other sacraments, rites and/or ordinances. Refer Protestants to ADMINCEN
Protestant Pastor; Catholics to ADMINCEN Catholic Priest; and Jewish to the Post
Chaplain when a Rabbi is not available.

. Religious education.

. Pastoral care in the form of counseling regarding administrative matters, confinement

counseling, troop visitation, and hospital ministries.

Moral leadership training.

Religious groups and clubs (see separate entry).

Chaplain Family Life Center Programs.

Pastoral counseling in the form of interviews, guidance, counseling, and spiritual help.
Premarital, marital, family and child counseling.

Personality testing.

Communication skills workshops.

Spiritual values and enrichment workshops.

Family visitation.

Sacramental rites and/or ordinances, according to the denomination of the Chaplain.
Community life enrichment planning.

Premarital , marital , and family life

Workshops.

RESPONSIBLE AGENCY: Installation Commander
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CHILD DEVELOPMENT SERVICES (CDS)

SERVICES: Offers child care options with various types of service, locations, hours of

1.

operation and fee schedules that are responsive to the needs of military
families living both on and off post.

Offers center-based full-day, part-day and hourly services within centralized
installation facilities providing closely monitored, structured, group experiences
relevant to the age and development of the child.

Offers certified home-based family child care programs within government quarters
providing a family atmosphere with a limited number of children, flexible hours and
the capability of addressing unique child care requirements.

Offers low cost alternative childcare programs and Readiness services both on and off
post.

RESPONSIBLE AGENCY: Family Readiness Division, DPCA

CIVILIAN PERSONNEL OFFICE

SERVICES:

1.

Provides a comprehensive civilian personnel program to  support the missions of
serviced commanders. Formulates and administers policies and procedures designed to
improve civilian personnel management procedures.

Training and Development Division. Provides administration of civilian training
plans and provides training programs and information. Administers tuition assistance
for civilian personnel and the Upward Mobility Program.

. Management Employee Relations Division. Provides employee relations program.

Administers the Incentive Award (Suggestions) program.

Technical Services Office. Provides information on personnel regulations and
policies. Administers employee benefits to include life insurance, health insurance,
and retirement. Processes personnel actions.

. Prepares informational material as necessary to keep employees fully informed and

determines individual entitlement with respect to employee benefits programs such
as health benefits, life insurance, retirement, travel and transportation, compensation
for disability and death cases. Counsels employees or family members on these
benefits.

Provides a program for pre-retirement counseling. Conducts personal welfare
services.

. Labor Relations Office. Serves as liaison with recognized labor unions. Provides

information and advice to management personnel concerning labor relations and
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negotiated agreements. Enforces labor regulations. Serves on the labor negotiation
committee. Provides advice to management concerning grievances.

8. Position Management and Classification Division. Provides advice to management
personnel concerning the establishment and maintenance of civilian positions. Assures
compliance with regulations concerning classification and position management.
Evaluates the effects of the classification and position management program on
morale.

9. Recruitment and Placement Division. Administers all in-service placement, including
mandatory actions under Office of Personnel Management, DOD, DA and Command
programs, promotions, reassignments, details, and non-personal adverse actions (such
as reduction-in-force) and out placement. Plans and develops local applicant
evaluation systems and coordinates participation in candidate evaluation and its
relation to consideration to selection.

10. Administers the DOD Stability of Civilian Employment Program including the. DOD
Overseas Employment Program. Develops and administers all special employment
programs (employment of the handicapped, Vietnam era veterans' program, and
summer employment programs),.

11. Program Evaluation Branch. Conducts personnel management effectiveness surveys in
all serviced activities; compiles and analyzes survey results. Provides results of
evaluations to management officials with recommendations for improvement.
Consults with supervisors and managers to develop specific plans for improvement.
Provides reports on effectiveness of personnel management to commanders of
serviced activities and the Civilian Personnel Office, CPO.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities, DPCA

CLOTHING SALES STORE (MILITARY)

SERVICES:

1. Sells or issues official items of military clothing and equipment to active and retired
personnel.

2. Provides a clothing mail order service to active Army, USAR personnel , and ROTC
activities.
3. Makes health, appearance, initial, gratuitous clothing.

RESPONSIBLE AGENCY: Army and Air Force Exchange Service
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CLUBS (INSTALLATION)

SERVICES: Provide the following services for officer, NCO, and enlisted personnel.

1. Quality food and beverages at affordable prices in a well decorated and maintained
facility.

2. Popular entertainment, recreational, and social programs that meet customer desires.
3. Check cashing.

4. Facilities for banquets, parties, and other special functions, community service
meetings and events, and command-sponsored and protocol affairs. NOTE: Clubs are
rank restrictive in regard to officers, and normally for NCOs and enlisted personnel.
Community clubs may be set up to serve more than one of these categories. With the
exception of some NCO/enlisted facilities, clubs are membership organizations which
usually require monthly dues. Membership in rank restrictive clubs will be according
to a person's military or civilian grade.

5. Provides midday-open mess facilities.

RESPONSIBLE AGENCY: Community Operations Division, DPCA

CLUBS AND OTHER GROUPS

Activities that are designed for particular interests and/or recreation.

Toastmasters Clubs - Activities centered around learning and practicing public speaking
and parliamentary procedure.

Boy Scout's - Affiliated with the Boy Scout's of America. Provides a complete scouting
program for those aged 11-17 years.

Citizens Band Radio Club - Holds activities related to use of Citizens Band radios and
sponsors recreational outings.
Membership is open to anyone who has applied for an FCC Class "D" license.

Theater - A group of persons interested in the theater. They operate a nonprofessional
"production company" and stage several shows each year. Membership is open to
anyone, but emphasis is placed on DOD family members.

Cub Scouts - Affiliated with the Boy Scouts of America. Provides developmental ,
recreational, and adventuresome activities for boys age 6through 10 years.

Explorer Scouts - Affiliated with the Boy Scouts of America. This group is for those age
18 and older. It stages developmental , recreational and adventuresome activities for its
members. It is vocationally oriented.
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Riding Clubs - A group which sponsors activities centered around horseback riding. This
organization usually operates the horse stable on post. Membership is based on having a
horse stabled on post. Stables are made available on a priority space available basis as
follows: (1) Active duty military, (2) Retired military and (3) DOD civilians.

Girl Scouts - A group affiliated with the Girl Scouts of America which stages
developmental, recreational, and adventuresome activities for its members. Persons age 5

through 18 years are eligible for membership.

Model Railroad Club - This group sponsors activities centered around model railroading.

Women's Golf Association - This group holds activities and competitions centered
around golfing.

Rod and Gun Club - A club having numerous activities but centered around shooting.
Operates a rifle/pistol/shotgun range.

Weight Loss - Clubs centered on helping members lose weight.

Wives Clubs/Spouses’ Clubs - Clubs for spouses of officers and NCO-EMs. Activities
are community personal development oriented. Meetings are usually held monthly.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities

COMMAND BULLETIN

SERVICES:
1. Publishes official command announcements weekly.

2. May publish unofficial announcements contributing to morale and espirit de corps that
may be submitted for publication (AR 3-10-3).

RESPONSIBLE AGENCY: Public Affairs Office
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COMMISSARY STORE

SERVICES: Provides high quality food and commissary products at the lowest possible
prices. NOTE: Items are sold at cost, with only a 5% surcharge added. This
surcharge is used primarily for commissary supplies, construction, remodeling
and operating expenses. See the commissary office concerning questions and
suggestions.

RESPONSIBLE AGENCY: Director of Logistics

DENTAL ACTIVITIES

SERVICES: Provides emergency and routine dental services. Care provided will depend on
status of patient, e.g., active duty, family member, etc., and insurance
coverage. Emergency care after duty hours is offered through the hospital.

RESPONSIBLE AGENCY: Director of Health Services

EDUCATION CENTER

SERVICES: Provides the following services:

1. Counseling Services
a. In-service education benefits.
b. Veterans’ Education benefits.
c. Career Planning.
d. Education Transition Management.
2. Testing Services.
3. Army Learning Center.
4. Education Programs.
Basic Skills.
High School Completion.

IS

Associate Degree.

SIS

Baccalaureate Degree.
Graduate Degree.
Amy Apprenticeship

English-as-a-Second Language.

P @@ ™o

Foreign Language Instruction.
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5. Training Support Programs
a. Headstart Languages.
b. MOS Improvement Training.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities

ENTERTAINMENT BRANCH

SERVICES:

1. Provides full-length theatrical productions, concerts and professional touring shows
as available.

2. Sponsors nonprofessional theater groups that provide entertainment and offer
interested people the opportunity to learn and participate in design, acting, directing
and costuming

3. Offers private piano, guitar, organ, voice and other musical acts lessons. NOTE: A
fully equipped facility has rehearsal rooms, a music library, and a complete line of
musical instruments.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

EQUAL EMPLOYMENT OPPORTUNITY OFFICE

SERVICES:

1. Provides advice to the Commander and his staff with respect to the preparation of
plans, procedures, regulations, reports, and other matters pertaining to higher
headquarters EEO policy.

2. Prepares/ publishes the installation civilian personnel Affirmative Action Plan (AAP)
and provides staff leadership and monitoring in the implementation of the plan.

3. Provides advice and guidance to civilian employees and management to informally
resolve equal opportunity disputes.

4. Processes formal and informal discrimination complaints.

5. Monitors the grade and job series statistics for inequitable treatment of minority
employees and women.

6. Provides management assistance in liaison with employee organizations, community
leaders, and minority group and women's organizations.

RESPONSIBLE AGENCY: Garrison Commander
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EQUAL OPPORTUNITY

SERVICES:

1.

Provides advice to the commander and his staff with respect to the preparation of
plans, procedures, regulations , reports, and other matters pertaining to headquarters
equal opportunity policy.

. Prepares/publishes the installation military personnel Affirmative Action Plan (AAP)

and provides staff leadership and monitoring in the implementation of the plan.

3. Receives and conducts informal inquiries of discrimination/complaints.

Advises the commander on the equal opportunity aspects/ problems of the Housing
Referral Office.

. Monitors the unit equal opportunity education programs.

Monitors and advises the commander on the racial climate of the installation and
community.

. Initiates and maintains liaison with off-post organizations, institutions and civic clubs

in connection with equal opportunity programs.

. Provides equal opportunity training to unit discussion leaders, chain of command, etc.

. Provides information on current subjects of interest, briefings, and seminars to the

chain of command.

RESPONSIBLE AGENCY:: Director of Personnel and Community Activities, DPCA

FEDERAL CREDIT UNION

SERVICES: Provides loans and services as follows:

1.

LOANS:

New vehicle

Used vehicle

Line of credit/overdraft protection
Home equity

Home Improvement

Education

Guaranteed student loans
Share/Certificate loans

Credit card

Mortgages
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2. SERVICES:

o Telephone teller/electronic teller service
o Savings rate hotline

o Direct deposit

o Automated teller machine

o Money market savings account
o Family member accounts

o Teller service

o Wire transfer

o Trust accounts

o Organization accounts

o Public unit accounts

. Life savings insurance

o Checking accounts

o Individual retirement accounts
o Money market certificate

NOTE: This is a private firm not connected with the Department of the Army. This
listing is provided as information only and does not constitute an endorsement of this
company or its services or products.

RESPONSIBLE AGENCY:: Director of Resource Management

FILM LIBRARY - TRAINING AIDS SERVICES OFFICE (TASO)

SERVICES:

1. Provides users with consultation services pertaining to content of films, film strips and
transparencies.
2. Trains personnel in effective use of equipment.

3. Maintains and loans Department of the Army motion pictures, transparencies,
recordings, and some videotapes.

RESPONSIBLE AGENCY: Director of Plans, Training and Mobilization
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FIRE PREVENTION AND PROTECTION DIVISION

SERVICES:
1. Responds to fire calls and takes action to extinguish fires and prevent ham to
personnel.

2. Briefs personnel residing on post concerning fire prevention regulations, practices,
and evacuation of buildings.

3. Inspects and maintains fire prevention and extinguishing equipment.
4. Reviews construction plans to assure buildings are fire safe.

5. Promotes fire safety on post.

RESPONSIBLE AGENCY: Director of Engineering and Housing

FORESTER - BUILDINGS AND GROUNDS DIVISION

SERVICES: Performs land and forest management services. Identifies trees which may be
cut down and hauled away for use as firewood. A nominal fee may be charged.

RESPONSIBLE AGENCY: Director of Engineering and Housing

FOUR SEASONS STORE (AAFES)

SERVICES: Sells grocery items, convenience items and lawn and garden supplies.

RESPONSIBLE AGENCY: Amy and Air Force Exchange Service

GOLF COURSE

SERVICES: Provides the following services:
1. Well maintained golf course.
2. Aggressive junior and women's golf program.
3. Regular tournament schedule.
4. Golfrelated resale items.

5. Golf lessons.
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6. Driving range.

7. Rental equipment (clubs, golf carts, pull carts).
8. Quality food and beverage service.

9. Shower facilities and locker rental.

RESPONSIBLE AGENCY: Community Operations Division, DPCA

GYMNASIUM

SERVICES: Provides athletic training programs including exercise and weight rooms,
saunas and various sport-related courts.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

HOSPITAL/HEALTH CLINIC

SERVICES: Provides the following services:

1. Emergency, administrative and outpatient medical services are offered at
the clinic or hospital. Medical treatment of family members received from
off-post civilian doctors is usually paid by CHAMPUS. NOTE:
Emergency medical care received by soldiers at a civilian medical facility
will be paid by the Army upon verification.

2. Sick call for Active Duty personnel, retirees and their family members.

3. Treatment for needs other than acute illness requires an appointment.
Appointments may be made by calling the appropriate clinic or a central
appointment desk.

4.  The main clinics are:

a. Outpatient clinic
b. Emergency room (Triage)
c. Family Practice clinic

d. Physical exams

e. Pediatrics and Well Baby Clinic
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f. Mental hygiene clinic
g. Optometry clinic
h. Veterinarian
1. Immunization clinic
5. The pharmacy will fill current prescriptions on a walk-in basis. Renewal
of expired prescriptions must be obtained from a doctor or clinician

before the prescription can be filled.

RESPONSIBLE AGENCY: Director of Health Services

HOUSEHOLD GOODS (INBOUND/OUTBOUND/QUALITY ASSURANCE)

SERVICES: Provides quality shipment of household goods and baggage arranged through
contractors or through a "move it yourself” program.
NOTE: Newly arrived personnel have a direct responsibility to contact the
Transportation Office immediately upon arrival and provide a point of contact
(telephone number and address) for delivery of household
goods/unaccompanied baggage. The Quality Assurance Section is available to
make household goods inspections.

RESPONSIBLE AGENCY: Director of Logistics

HOUSING REFERRAL OFFICE

SERVICES: Provides the following services:
1. Assistance for military and eligible civilian personnel authorized
government paid housing and allowances, entering into any off-post lease

or agreement other than temporary overnight lodging.

2. Up-to-date information on the local housing situation, both rental and
sales, and general information about local community services.

3. Counseling and guidance until suitable housing is located.

RESPONSIBLE AGENCY: Director of Engineering and Housing
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IDENTIFICATION CARD SECTION

SERVICES: Issues and renews ID cards. NOTE: Issuance of ID cards sometimes requires
extensive documentation, especially for family members. Documents such as
birth certificates, marriage licenses, or divorce decrees may be required.
Personnel needing ID cards are advised to call the ID section first, to assure
they bring the needed documents and avoid a wasted trip.

RESPONSIBLE AGENCY: Military Personnel Division, DPCA or GI/AG

INFORMATION, TOUR AND TRAVEL (ITT)/LEISURE TRAVEL OFFICE

SERVICES: Provides the following services:

1. Commercial Tour and Travel Services.

Scheduled airline tickets.

o ®

Bus/rail tickets (includes Euro rail and similar passes).

Package tours.

e o

Hotel reservations.

Off-site auto rentals.

™o

Travel insurance.

g. Charter arrangements (bus/rail/air).

2. Recreational Information, Ticketing and Travel Services.

Local/regional travel information and service.

ISR

. Leisure travel counseling.

Local tours.

e o

. Tickets to special events (sports, concerts, etc.)
Tickets to regional and national attractions.
Group travel assistance.

. Local lodging assistance.

= T o)

. Commercial communications.

RESPONSIBLE AGENCY: Community Recreation Division

Service Agencies 30



INSPECTOR GENERAL

SERVICES:

1. Provides the assistance of an Inspector. General to resolve matters of a personal or
administrative nature, and to present complaints on any matter of community or any
interest. In exercising this right, individuals will be free from restraint, coercion,
discrimination, harassment or reprimand.

2. Conducts investigations when operational or administrative programs or systems fail
to prevent, detect or correct statutory or regulatory violations, or when allegations and
situations arise concerning violations of individual rights or other improprieties.

3. Conducts general, special and follow up inspections into all matters affecting mission
performance of the community/command. Identifies, and recommends actions to
correct management and program deficiencies, systemic problems and instances of
non-compliance with applicable laws and regulations.

RESPONSIBLE AGENCY: Installation Commander

LIBRARY
SERVICES: Provides all or some of the following services:

Check out for books, records, cassettes, video, pictures and software.
Reference and readers’ advisory assistance.

Personal computers and typewriters.

Current magazines and newspapers.

Children's materials.

Non-book materials such as pamphlet and picture files and war games.
Study carrels and/or study rooms.

Meeting rooms.

A S AN U o B D

Microfilm/fiche readers and printers.

_
e

Coin operated copy machines.

[u—
—_—

. Interlibrary loan to obtain materials not held in the library.

—_—
[\

. Online database searches.

—_
(98]

. Children's summer reading programs and story hours.

—_
~

. Reserve areas/materials for support of education program; Military Qualification
Standards Basic Reading Titles; Contemporary Military Reading Program and other
special interest areas as requested by local community.
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15. Adult programming such as discussion groups; financial planning; joint programs as
art showings; literacy programs; library orientation for education center students, etc.

16. Provide office collections located away from the library as financial planning for
ACS, CDS, Safety office, arts and crafts centers etc.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

MARS STATION

SERVICES: Provides operation of Military Affiliated Radio system (MARS), a lower cost
communication system for sending messages by means of short-wave
transmitters.

RESPONSIBLE AGENCY: Director of Information Management

MAYORAL PROGRAM

SERVICES: Provides a linkage between the command and the residents.
NOTE: A mayor's meeting is held periodically to address ,issues surfaced by
residents. Unresolved issues are carried forth to Installation Commander's
Meetings. Housing area programs initiated by the mayors include Crime
Watch and Helping Hands. This program identifies homes displaying a red
hand on the window or door as a house where a child may find assistance if
lost or in danger. Through the mayoral program, many housing areas have
formed local councils to improve neighborhoods and foster a sense of
community.

RESPONSIBLE AGENCY: Installation Commander

MENTAL HEALTH ACTIVITY (COMMUNITY)

SERVICES: Provides the following services:

1. Psychological evaluation and testing.

2. Individual Counseling, Marital Counseling, Parent Training, Family Training and
Group Therapy.

3. Referral services to other helping agencies.

4. Emergency on call 24 hours at servicing military hospital/health clinic.

RESPONSIBLE, AGENCY:: Director of Health Services
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MILITARY POLICE

SERVICES: Provides for the enforcement of laws, orders and regulations; traffic control;
civil disturbance control; preventing and investigating crime; apprehending
absentees and deserters; physical security and correctional treatment of
prisoners.

1. Law Enforcement. Receives, responds to and investigates complaints. Provides
24-hour MP patrol coverage of the installation. Directs all traffic operations, such as
motor vehicle traffic regulation and accident investigation. Maintains the traffic
offense points system and process drunk drivers. Conducts proactive antiterrorism
programs such as awareness campaigns and response force training initiatives.

2. Military Police Investigations. Investigates crimes involving personnel subject to the
Uniform Code of Military Justice or crimes affecting government property. Recovers
stolen property; provides protective services; and drug suppression operations with
USACIDC.

3. Physical Security and Crime Prevention. Conducts physical security inspections and
surveys. Advises and assists commanders and staff members in formulating security
plans and procedures. Develops and analyzes crime data to establish trend information
and determine prevention strategies. Conducts crime prevention inspectors; classes;
and campaigns.

4. Installation Detention Facility (IDF). Provides limited counseling, administrative
services, and custodial supervision for pretrial prisoners, short-term post-trial
prisoners, and post-trial prisoners awaiting transfer to a correctional facility. Not all
installations will have an IDF.

RESPONSIBLE AGENCY: Provost Marshal

MUSEUM

SERVICES: Displays artifacts revealing the history and tradition of service branches,
locally-oriented agencies or special interests.

RESPONSIBLE AGENCY: Director of Plans, Training and Mobilization or sponsoring agency.
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NEWSPAPER (COMMUNITY)

SERVICES: Publishes information of interest to soldiers, civilian employees and Army
families.
NOTE: News articles and information related to the installation, soldiers,
civilian employees and their family members can be addressed to the editor.

RESPONSIBLE AGENCY:: Public Affairs Office

OUTDOOR RECREATION CENTER

SERVICES: Provides the following services:
1. Bicycles, boats, tents, and a wide variety of camping equipment is available for

check-out at a nominal fee. Items are rented on a first-come, first-served basis, or can
be reserved in advance for special weekends or planned vacations.

2. Tourist and camping information and guides are available upon request.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

PACKAGE BEVERAGE STORE

SERVICES: Provides the following services:

1. Full line of distilled spirits, imported and domestic wine, wine coolers, malt beverages
(including kegs) mixes and soft drinks.
2. Party supplies, including ice, chips, and other snack items.

3. Special orders.

RESPONSIBLE AGENCY: Community Operations Division, DPCA

PHARMACY

SERVICES:
1. Dispenses prescription and selected nonprescription drugs.

2. Provides walk-in service for current prescriptions however, if your prescription has
run out, you must obtain a new prescription from your doctor or clinician. DEERS
check is provided in the outpatient records section.

RESPONSIBLE AGENCY: Director of Health Services
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SERVICES:

RESPONSIBLE AGENCY: Director of Plans, Training and Mobilization

SERVICES:

e e e e
A LW D~ O

RESPONSIBLE AGENCY: Director of Personnel and Community Activities

SERVICES:

o ® 2N kLD

PHOTO LAB.

Provides official photographs.
NOTE: Photographs may be portraits for personnel folders or official
photographs which record awards, promotions, etc.

POST EXCHANGE SYSTEM

Provides the following services:

PX Officer (Suggestions and Complaints)

PX Annex
Automotive Shop
Barber Shop

Beauty Shop

Flower Shop
Foodland

Four Seasons
Laundry & Dry Clean

Main Cafeteria

. Optical Shop
. Photo Shop
. Post Theater

Tailor Shop

POST OFFICE

Provides the following services:

1. Delivery of U.S. mail on installations.

a. Official mail to Installations.

b. Personal mail to Battalion level.

c. Family quarters on Installations.
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2. Postal Finance. Sale of envelopes, postcards, stamps, and money orders.
3. Mail pickup, collection of mail at selected locations and/or drop boxes.

4. Post Office boxes.

RESPONSIBLE AGENCY: Installation Commander

POST THEATER

SERVICES: Provides current motion pictures at the Post Theater
NOTE: Late shows may be shown on Fridays and Saturdays; matinees may be
scheduled on weekends. Current features are usually printed in the Post
newspaper.

RESPONSIBLE AGENCY: Amy and Air Force Exchange Service

PREVENTIVE MEDICINE SERVICE

SERVICES: Provides a comprehensive public health program similar to a program provided
by a civilian public health department.

1. Communicable Disease Control Program: Diagnosis, treatment, and education
(individual and group).

2. Community Health Nursing Services: Preventive health care services in home, office or
via telephone; health education for individuals and groups; health promotion; liaison
between civilian human resources and military medical treatment facility; health
consultant to child development services programs; liaison between civilian/DoDDS schools and military

3. Environmental Health Services: Environmental and food services sanitation; pest and
disease vector control; environmental quality control (water, air, waste, noise).

RESPONSIBLE AGENCY:: Director of Health Services
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PUBLIC AFFAIRS OFFICE

SERVICES:

1. Uses media relations, community relations and command information to "Tell the
Amy Story" to the public and the soldiers, civilian employees and their family
members.

2. Provides and coordinates input for the post newspaper.

3. Produces radio and television programs for airing on the installation closed-circuit
system and on local community radio and TV stations.

4. Publishes the unofficial guide for newcomers.

5. Is the installation liaison with the local civic groups.

RESPONSIBLE AGENCY: Installation Commander

RECREATION CENTER (COMMUNITY)

SERVICES: Provides constructive, creative, educational and leisure oriented classes,
events, programs, gatherings, etc. for individuals, families, and the total
community.

NOTE: Meeting spaces and ancillary equipment are available for groups,
organizations, and special interest club use. Self-directed as well as directed
activities are available on a regular basis.

RESPONSIBLE AGENCY: Community Recreation Division, DPCA

RELIGIOUS GROUPS

SERVICES: Provides some or all of the following type religious groups:

Catholic:
Folk group. Children's choir. Adult choir. Men's and women's groups.
Youth Group. Parish council .

Jewish:
Men's and women's groups. Lay reader groups.

Protestant:

Protestant Youth of the Chapel . Searcher's Session. Adult Choir. Men's
Fellowship. Youth Bible Study. Adult Bible Study. Protestant Women
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of the Chapel (PWOC). PWOC Bible Study. Ladies Charismatic
Association.
Other denominational organizations to include Episcopal, Lutheran, Latter Day Saints
and Seventh Day Adventist.

RESPONSIBLE AGENCY: Installation Staff Chaplain

RETIREMENT SERVICES BRANCH

SERVICES: Provides the following services:
1. Counsel and prepare military personnel for retirement (after 18 years active duty).

2. Establish an effective channel of communication between the Active Amy and
retired Amy personnel .

3. Provide continuing orientation of all retired Amy personnel concerning the rights,
benefits and privileges to which they, their family members and survivors may be

entitled by virtue of their military service.

RESPONSIBLE AGENCY: Military Personnel Division or G1/AG

SAFETY OFFICE

SERVICES:

1. Provides safety services and instruction to resident commands.
2. Accepts complaints and suggestions concerning unsafe acts or situations and causes
corrective action to be taken as required.

RESPONSIBLE AGENCY:: Garrison Commander

SECURITY GUARDS/DOD POLICE

SERVICES:

1. Provides security.

2. Administers civilian identification cards.

RESPONSIBLE AGENCY: Director of Security
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SELF-HELP OFFICE

SERVICES: Provides self-help training for personnel. Provides materials and tools to assist
personnel residing on post to accomplish minor repairs and improvements in
family and unaccompanied housing.

RESPONSIBLE AGENCY: Director of Engineering and Housing

SOCIAL AND PROFESSIONAL ORGANIZATIONS

Organizations may include the following and others as approved by the Installation
Commander.

American Society of Military Comptrollers - A professional association of military
comptrollers.

The Association of the US Army - An organization of military and civilian members that
supports the legitimate role of the US Amy. NOTE: It publishes ARMY, a monthly
magazine.

National Association for Uniformed Services - An organization of active duty and retired
personnel .

Noncommissioned Officers' Association - An organization open to E4s and above.

The Retired Officers Association - an organization of retired military officers .

Veterans of Foreign Wars (VFW) - a group of veterans who provide service to the
community.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities

STAFF JUDGE ADVOCATE

SERVICES: Provide services as follows:

1. Legal Assistance Services.

a. Domestic relations advice.

b. Legal advice, counseling and drafting of wills and advice on routine trust and estate
matters.

c. Advice on adoptions and name changes.

d. Nonsupport and indebtedness.
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e. Taxes, state and federal.

f. Landlord-tenant relations.

g. Consumer affairs.

h. General advice concerning civil suits.

1. Soldiers' and Sailors; Civil Relief Act Counseling.
j. Powers of attorney.

k. Advice on miscellaneous legal matters.

. Claims Division

a. Assists soldiers and other eligible claimants to file claims seeking compensation for
qualifying personal or property damage.

b. Makes approval decision on certain claims and forwards other claims to higher
headquarters for disposition.

Administrative Law Division

a. Provides advice on contract, labor and environmental law matters.
b. Provides legal advice on Standards of Conduct.

c. Provides legal advice concerning the exercise of command and personnel
management.

d. Renders legal advice concerning the interpretation of laws regulation and other
directives relating to the Army and its members.

e. Reviews for legal sufficiency proceedings of boards of officers and investigating
officers, constitutions and by-laws of private organizations, proposed regulations and
policies, reports of survey, bars to reenlistment, line of duty investigations,
inter-service support agreements and related matters.

f. Examines for legal sufficiency all administrative discharges and other
administrative actions taken by the command. Prepare opinions of the legality and
advisability of contemplated command actions.

g. Provides legal review of unfavorable personnel actions.
h. Advises command concerning resolution of complaints under Article 138, UCMJ.

1. Reviews Congressional inquiries and provides legal advice concerning proposed
responses.
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j. Provides advice on requests under the Privacy Act and Freedom of Information Act.

k. Provides training on law of war and the Geneva Convention.

4. Criminal Law Division

a. Provides general supervision of military justice within the command.
b. Process court-martial cases.

C. Advises commanders on military justice matters.

d. Prepares required military justice reports.

RESPONSIBLE AGENCY: Installation Commander

SURVIVOR'S ASSISTANCE OFFICER

SERVICES: Provides escort and assistance to the spouses/families of deceased/retired
soldier to assure the affairs of the deceased are properly settled.

RESPONSIBLE AGENCY: Military Personnel Division, DPCA or G1/AG

THRIFT SHOP

SERVICES: Sells used items, at reasonable cost, on consignment for military families.

RESPONSIBLE AGENCY: Director of Personnel and Community Activities,

TRANSPORTATION DIVISION

SERVICES: Provides the following services:

1. The Transportation Motor Pool lends military vehicles to military organizations for
official use.

2. The Post Taxi (or shuttle) is available to transport military and civilian personnel on
official intra-post trips.

3. Unit Movements. Plans and arranges all official unit transportation.

4. Personal Property. Plans and arranges all official shipments of the personal property of
personnel. In addition, counseling is provided to inform the personnel regarding
entitlements and to arrange shipment and storage of personal property.
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5. The Commercial Travel Office makes reservations and sells airline tickets to
personnel for official travel. They also sell airline tickets to individuals for unofficial
personal travel . Additionally, they make rental car and hotel/motel reservations; they
sell bus and rail tickets.

RESPONSIBLE AGENCY: Director of Logistics

UPWARD MOBILITY PROGRAM

SERVICES: Provides advisory program for GS-9 and below or Wage Board equivalents
who enroll for the following services:

Career counseling/planning.
Tuition assistance.

On-duty classes.

Learning center.
Underutilized skill file

° a0 o

RESPONSIBLE AGENCY:: Civilian Personnel Office

UTILITIES AND POLLUTION CONTROL DIVISION: SANITATION BRANCH

SERVICES: Provides for water pumping treatment and distribution system, sanitary sewage
collection, treatment and disposal system, and refuse section. Operates water
pollution control and abatement program.

RESPONSIBLE AGENCY: Director of Engineering and Housing

VETERINARY SERVICE

SERVICES:

1. Inspects food items arriving on post for both wholesomeness and quality assurance.
NOTE: Off post activities may include inspection services for other military
installations and the DOD subsistence procurement system.

2. Provides complete veterinary care for government owned animals and privately owned
animals to include vaccinations, health certificates and the treatment of those diseases
which pose a threat to human health.
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3. Manages a rabies control program to include animal vaccinations, investigation of
animal bite cases, the quarantine of biting animals and the kenneling of strays.
NOTE: Strays are usually held for three working days in order for the owner to claim
them.

4. Other preventive medicine activities as directed by the hospital commander.

RESPONSIBLE AGENCY:: Director of Health Services

YOUTH ACTIVITIES

SERVICES:

1. Provides a comprehensive youth program (grades 1 through 12) that fosters social
interaction, promotes personal growth, and develops educational and recreational
skills. Provides a focus for youth as a recognized group to be served by the
installation and offers diverse, flexible activities and recreational options that are
responsive to the needs of families both on and off post.

2. Provides programmed activities to include:

Community Activities: Festivals, parties, dances, advisory councils, carnivals,
banquets, host nation activities (CONUS), volunteer programs, teen clubs, and youth
to youth sponsorship.

Educational Activities: Instructional classes in bicycle safety, sports clinics, life
survival skills, computer classes, special interest groups (e.g. coin collections), and
community service projects.

Fitness & Sports Activities: Individual and team functional sports, life-long sports
skills, gymnastics, swimming, aerobics, tennis, golf, nutrition and good health habits,
sports injury prevention and coaching certification.

Cultural Activities: Youth theater, music, crafts, dance, ballet classes, drama club,
theatrical technical support, i.e. lighting, clownology.

Outdoor Activities: Backpacking, volksmarching, cycling, nature classes, boating,
fishing, white water rafting, sky diving.

Competitive Activities: Tournaments, contests, emphasizing in-house low-level
competitive community leagues where everyone plays. Maximum play time, i.e. 1/2 of
each game/event.

Family Activities: Planned to encourage participation by the whole family, i.e. hiking,
picnics, camping, tours, family leisure recreation counseling.
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Out of School Programs: Before and after school programs (supervised and
unsupervised), school vacations/holiday activities, summer vacation activities.

National Youth Organizations: Such as Scouting, 4H, Junior Achievement.

RESPONSIBLE AGENCY: Family Readiness Division, DPCA
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Refrigerator Quick Reference Sheet

This is a sample of an information sheet you may wish to provide to spouses in your unit to give them easy access to the numbers they will need.
Change it to reflect the local resources and your unit information, then copy each sheet to '% sheet (4.25x5.5) or smaller. Staple sheets together if
more than one sheet is needed. You may also wish to copy it on colorful paper to make it easy to locate among the refrigerator art or give a
refrigerator magnet with it when a spouse enters the unit.

Fort Gung-ho Area Military and Civilian Resources

Family Readiness Group Contacts

1) Leave blank for name & number of their contact person(s) .........cocoeeeveeeerereruerenenee
2)

Unit (specify unit name) phone NUMDbET.........c.cceeeeieieierierieireeeee e 555-1234
Rear Detachment Commander ...............ccocoeeeieieieienienieneeeee e 555-1235

Medical Treatment
Unit Doctors or medics if spouses and families are permitted to utilize them
(0900 - 1130 & 1300 - 1630 M-F)

LT Smith - 555- 1236 - ...cocviviiiiiiicccccceces Pager # 333-1234
CPT Jones - 555-1237 - vttt Pager # 333-1235

Hospital and/or Clinic (specify name(s))
(0730- 1630 M-F) Closed Sundays and Holidays

AQVISE NUISE = .ttt ettt 555-2345
Ambulance (0N 0 Off POSL) ...c.eeriririeriiiriririeee e
Family Member Same Day Appointments = ........c.ccoceeeeerenereeneenenennes 555-3456
Assigned physician

Specialty Clinic Appointments (OB, GYN, Pediatrics) - ................. 555-4567/4568

Pharmacy - (0730 - 1700 M-F) -

Tricare medical and administrative numbers if applicable ............ 1(800) 444-5555

Military Police

EMEIZENCY = oottt ettt

Non-emergency -

Chaplain
CPT Brown (Unit Chaplain if applicable) ..........c.c.c...... 555-8901- pager 333 - 3477
Installation Chaplain’s 0ffice = ........ccooeiriineinener e 555-9876

Child Development Center

(0600 - 01800 M - F) .ooviiiiiiiiiiicicicciiics 555- 8765/5432

Ft. Gungho Drug, Alcohol and Mental Health Programs

(0730 - 1615 M-F) oo 555-6677/7788/8899

Legal Assistance Center/ Judge Advocate General (JAG)

(0830-1700 M-F) oveuiieiieieiieieieieee ettt 555-1357
Army Community Service (ACS) (0730-1600 M-F)

Mobility and Deployment - .........c.ccoeueueueiririereuerieninereieeeeeeseeseneeeeseeeene 555-1111
Soldier and Family Readiness .555-2222
Relocation REAdINESS- .......covveeirveeieiiiieieieieieesieee ettt 555-3333
Financial REadiness = .......cccccoveriieiiiiieieieieieesie et 555-4444
Employment Readiness = ........ccoeerieirierieenieiirieeneesieeeieeeeeee e 555-5555
Youth Services

(1200-1700 M=F) = .ot 555-2468 Hotline - 555-2467
Education Center

(0830-1715 M-Th, 0730-1615 FI1) .ecveoivierieierieieieieieeieeieveeevesie e 555-1122
American Red Cross

(0800-1630 M-F) 555-7777, After HOUIS = ....ccvevvveiriieieieeeieiesieeeeesienen 555-6666
Post Exchange

(1000-2000 Tu-Fri, 1000-1900 Sat, 1100-1700 Sun) ........cccceevrerenene. 555-8888/9999

Commissar;

(1000-1800 Tu, Wed, Fri,& Sat, 100-1900 Th, 1100-1700 Sun, Closed Mon.) 555-2233/2234

Sports Programs and Facilities

Main POSt GYIM- .ottt 555-3344
Golf Course- .... .555-4455
Bowling Alley- .... .555-5566
Recreation Center- .. .555-6677
Swimming Pool- ..... .555-7788
OUtdOOr RECTEALION = ..c.vieiieiviiieiieiieiteeeetee sttt 555-1177
Hotlines - 24 Hours
RAPE CTISIS = ettt ettt ettt 555-8899
Mental Health CriSiS = ..ocuevvieieeieieeieieiieieieiestesie st 555-9900
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Spouse Abuse Safe ShEelter - ......cocvviivirieinieieeee e 555-0011 Other Important Numbers
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Family Readiness Groups

Family Readiness Groups were an Army Family Action Plan
initiative. They are a direct result from our Grenada (OPERATION
URGENT FURY), Panama (OPERATION JUST CAUSE), and
Southwest Asia (OPERATIONS DESERT SHIELD and DESERT
STORM) experiences. Commanders of deploying units discovered
that while their units were highly trained to fight, little if anything
was done to train and prepare families to better cope with the
stresses and unique problems that often arise during extended and
often times unexpected deployment of their spouses. Some type of
organization was needed within units to address this serious
shortcoming in peacetime, so that in time of crisis, families would
be better able to take care of themselves. The concept of the Family
Readiness Group was born.

This section deals with all the ‘ins and outs’ of running and
maintaining an efficient FRG.




Family
Readiness
Groups

SUPPORTING THE TOTAL
ARMY FAMILY
(SOLDIERS, FAMILY MEMBERS &
CIVILIANS)

(This version is for both the military and family members.) We are
here to talk about Family Readiness Groups. Family Readiness Groups
are an integral part of the larger Army Family Readiness System. As a
result of lessons learned from Desert Shield and Desert Storm as well as
other recent deployments, the Army has made some major changes to
the FRG program. DA Pam 608-47, dated August 1993, has these
updates. One of the most important changes is the word “Family” in
Family Readiness Groups. This means the Total Army Family, soldiers,
both SINGLE and married, family members, civilians, in fact anyone
associated with a unit. A lot of people have not gotten the word about
these changes. Most FRGs operate at the company and battalion level,
or equivalent, with guidance, oversight, and advice provided by brigade
and division. FRGs would get too unwieldy if you tried to have a
massive brigade or division FRG.




WHAT IS AN FRG?

An FRG is a company or battalion affiliated organization of officers,
enlisted soldiers, civilians, and family members that uses volunteers
to provide social and emotional support, outreach services and
information to family members. The FRG helps and gives moral
support to family members, soldiers, civilians, and military units
during periods of normal military life and military crisis. In addition,
the FRG takes care of soldiers' families while soldiers are deployed.

THE FRG IS THE COMMANDER'S PROGRAM. ITS
DESIGN IS BASED ON THE COMMANDER'S
OBJECTIVES.

1. This is the book definition of Family Readiness Groups. Note the
words “during periods of normal military life and military crisis.” In
other words, FRGs have a sustaining and action level. The bottom line
is that the FRG belongs to the Commander. The Commander is
responsible and it is his/her program. The Commander decides the
FRG’s objectives.



ROLE OF THE FRG

= HELP FAMILIES BECOME SELF-SUFFICIENT AND
FEEL THAT THEY ARE AN INTEGRAL PART OF
THE ARMY

— REDUCE SOLDIER AND FAMILY STRESS

= PROMOTE USE OF COMMUNITY RESOURCES

= PROVIDE INFORMATION

COMMANDERS: A WELL-RUN FRG INCREASES
THELEVELS OF CONFIDENCE, COMMITMENT, AND
THE SENSE OF WELL-BEING IN THE UNIT. IT
MINIMIZES DISTRACTORS AND WILL CONSERVE
YOUR RESOURCES. THE FRG INCREASES THE UNIT'S
ATTENTION TO MISSION.

What does the FRG do? Here is the answer. Pay particular attention to
the last paragraph. When we talk about resources, what is the one
resource that Commanders, Command Sergeant Majors, and 1st
Sergeants do not have enough of? You can ask their spouses and they
will give you the answer in a heartbeat. TIME! Particularly at the
company level, Commanders and 1st Sergeants will probably tell you
that they spend 90% of their time on 10% of the people. A good FRG
program can give some of that precious resource back to them. Read
this paragraph again. These are the intangible benefits that a
functioning FRG can give Commanders. IT HAS BEEN PROVEN
THAT A GOOD FRG IMPROVES UNIT COHESIVENESS AND
ABOVE ALL INCREASES READINESS!




STAGES OF A FSG

PEACETIME

MOBILIZATION

This slide 1s used to emphasize that you must have a functioning FRG
BEFORE deployment. You can have the greatest FRG in the Army on
paper, but unless it is working continuously, at the sustaining level, you
will find yourself on the backside of the curve trying to ramp up your
FRG when you deploy and the odds are that you never will succeed.
You wouldn’t have a load-out plan and not practice it, would you? You
would not think about ignoring your quarterly training schedule and say
to yourself, “Our unit will train if and when something happens?” SO
WHY DO UNITS IGNORE THEIR FRGS UNTIL IT IS TOO
LATE?

Please note that when we talk about mobilization, we mean anytime
soldiers are gone. This includes TDY. Ask yourselves, on the average,
how many soldiers are TDY from your unit at any given time?



THINGS THE FRG IS NOT

— A FRIENDSHIP CLUB, OR ANY KIND OF CLUB

= A UNION FOR FAMILY MEMBERS

— A LOAN OR SOCIAL WELFARE AGENCY

— A TAXI SERVICE

— A PHILANTHROPIC OR ENTERTAINMENT GROUP
= A RELIGIOUS ACTIVITY

— A BABYSITTING SERVICE

= AN ANSWERING SERVICE

These are some of the things that the FRG definitely is not. Some of
you may be surprised reading these, but at one time or another, this is
what people have believed.




FRG STRUCTURE

This is a typical battalion FRG structure. Look familiar? For those in other
commands, just fit the level that is appropriate into the blocks. Also please take
note that the battalion commanders, or their designated military representatives
when deployed, are the FRG leaders. It is their baby. We will discuss volunteer
FRG leaders or representatives in a few minutes. Where does brigade and division
fit in? They provide the big arrow guidance and oversight on where the
subordinate FRGs are going and they insure that the FRGs are functioning as they
should. They also provide the assurance that the FRG program is supported at all
levels of the command. Volunteers at the higher levels can assist the battalion and
company FRGs by providing advice and assistance. These volunteers are usually
very experienced, seasoned spouses. They are an asset that can be of
immeasurable benefit to you.




CONTACT LEVEL

FIRST (AND MOST IMPORTANT) LEVEL OF FRG
SUPPORT CIRCLE CENTERED ON CONTACT PERSON
NO MORE THAN 10 PEOPLE IN CIRCLE

DISTRIBUTE IMPORTANT INFO

ID CONCERNS IN THEIR CIRCLE

ACT TO HAVE CONCERNS ADDRESSED AT
APPROPRIATE LEVELS

I U

These volunteers are the heart and soul of your FRG program. They are the most
direct conduits to the members of the FRG. Experience has shown that 10 people
are the maximum that any contact people can handle without overloading
themselves. If you have spouses that do not understand English very well, make
sure that their contact person speaks a language that they understand.




COMPANY LEVEL

— CONSISTS OF CONTACT PEOPLE & COMPANY
REP(S)

= IMPLEMENTS FRG ACTIVITIES & COMMO SUPPORT
NETWORK

= COORDINATES COMPANY ACTIVITIES WITH BN
FRG

= FORMS COMPANY LEVEL LINK PARTICULARLY
WITH FIRST SERGEANT

= INITIATES SUPPORTIVE ACTIONS ID'D AS NEEDED
BY SOLDIERS & FAMILIES AT THIS LEVEL

— RELATES SOLDIER & FAMILY MEMBER CONCERNS
TO BN REPS

This is the company level organization. While we are on it, who is the best friend
that the FRG can have in the Company? You got it - the 1st Sergeant.



BATTALION LEVEL

= CONSISTS OF BATTALION AND COMPANY REPS AND
SHOULD MEET MONTHLY

= PLAN, ACTIVATE, AND COORDINATE OVERALL FRG
SUPPORT

= SUPPORT FRG REPS AT COMPANY LEVEL

— ADDRESS SOLDIER AND FAMILY MEMBER
CONCERNS APPROPRIATE AT BATTALION LEVEL

= FORM MILITARY LINKAGE AT BATTALION LEVEL
= TRANSFER PERTINENT INFO TO COMPANY REPS

This 1s the battalion or equivalent structure. They function as the battalion staff for
the company FRGs. The battalion meeting is a formal meeting which will be
addressed later. Now, how are these company or battalion FRG representatives or
volunteer leaders chosen, or, how do you find someone crazy enough to do it?
You need to find people who are not only willing, but also capable of doing the
job. Some units have tried electing them, which usually doesn’t work that well. It
is not a popularity contest. A method that has worked is to have the company, or
battalion commander for battalion FRG reps, ask for volunteers and select one.
Which ever way you decide to do it, the final selection is up to the appropriate
commander. In addition, the volunteer SHOULD be appointed in writing by the
commander. A job description must be done for volunteers and some good
examples are in 608-47. Commanders, when you sit down to do your OERs and
NCOERs make sure you do one for your FRG representatives, only do them every
six months. Just type them out on plain paper.



SUPPORT

= COMMANDER MUST HAVE FULL KNOWLEDGE OF
WHAT THE FRG IS DOING - REPS MUST KEEP
HIM/HER INFORMED

= COMMANDER MUST PROVIDE CLEAR-CUT SUPPORT
AND ACTIVE BACKING TO THE FRG FOR THEM TO
BE SUCCESSFUL

= INFORMATION MUST FLOW FREELY BETWEEN
UNIT LEADERS AND FRG

= UNIT CAN PROVIDE SUPPORT WITH ADMIN
SUPPLIES, TRANSPORTATION, FACILITIES, AUDIO-
VISUAL, COMPUTER, ETC, AS LONG AS IT DOES NOT
IMPACT ON THE MISSION

Commanders MUST know EVERYTHING that their FRG is doing -
they are responsible for them. FRG reps, make sure you never blind-
side your commanders. Commanders, you MUST insure that you
support, to the fullest, your FRG. You must also inform your
subordinates, junior leaders, and soldiers, that the FRG is very important
to you. It will then become important to them. Support for your FRG
must be top driven. What battalion commanders pay attention to,
company commanders will pay attention to. Division and brigade
commanders should also assist in this process. Bullet 3 1s self
explanatory. Your unit can provide all kinds of support! Just about
anything, including vehicles (AR 58-1 and 600-25 govern vehicle
usage) as long as it doesn’t affect the mission. How many computers in
your unit are used 24 hours a day? This is one area that will really help
your FRG. By the way, FRG volunteers are considered employees of
the U.S. Government under Title 5, Chapter 81, and Title 28, Chapter
171, of the U.S. Code, for work related injuries and tort claims. They
are also under the Standards of Conduct when in the performance of
their FRG duties. I have a question for you. As a FRG volunteer,
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someone comes to you and tells you that there is child or spousal abuse
in their home, what must you do? You have NO OPTION! You must
report that information to the responsible commander. Remember, as a
FRG volunteer, you are not only working for your commander, but also
for the Army and you must abide by all applicable regulations. Another
example of this is if you were using an official vehicle for FRG business
and decided to stop at the PX to buy some personal items. While in the
PX, someone runs a truck over the vehicle in the parking lot.
Congratulations, you just bought that GOV. Make sure your volunteers
understand their responsibilities.
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MONEY

— MAKE SURE YOU HAVE APPROVAL TO OPERATE AN
INFORMAL FUND

= CANNOT EXCEED $1,000 IN NET WORTH
ANNUAL REPORT

FUND'S EXISTENCE

PURPOSE

FINANCIAL STATUS

IRREGULARITIES

ANNUAL AUDIT BY COMMANDER

ONE INDIVIDUAL RESPONSIBLE

FRG FUNDS ARE NOT UNIT FUNDS

O R VA

Let’s talk about the one thing that FRGs never have enough of. An FRG
operates under AR 215-1 and 210-1 as an informal fund. The $1,000
net means you can have $5,000 in the FRG fund, but if you have a 6 or
12 month spending plan (6 is best) that states you are going to subsidize
the cost of the unit ball for each company and the cost is projected at
$4,500, you are still legal. Just have a spending plan. By the way, the
spending plan is not unchangeable. That is one reason it is called an
informal fund. The battalion commander usually performs the annual
audit and the report is sent to whoever authorizes an informal fund.
Different MACOMs have various ways of doing this. The irregularities
issue means - did someone take off to Paris with the funds? FRG funds
should be centered on each company. Most BN FRGs will have
combined company fundraisers because they have discovered that it
helps bring the companies together and they make a lot more money.
They then divide it equally among the companies, regardless of
participation. After all, one company may be deployed. It all equals out
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in the end. Just a word on fund raisers. Have some fund-raisers (like
car washes) that your single soldiers can participate in. Find a
volunteer who wants to be the FAO for the company FRG and appoint
him/her. They must understand that they are responsible for the money.
We have found that most FRGs use a common checkbook register and
shoebox. Just keep all receipts. If you accumulate a large fund that is
beyond the comfort level of your volunteer FAO, put it in the company
safe. Remember, you cannot store money and classified in the same
safe. Should you have a bank account? Not unless you like giving your
money away. Most military banking facilities will treat you as a
commercial customer and nickel and dime you with fees. If you really
have that much money in your FRG fund, there are a lot of FRGs around
the world that would like to know your secret. Commanders, FRG
FUNDS ARE NOT UNIT FUNDS and you cannot use them as such.
Unit funds are appropriated funds. Can the FRG donate money to the
unit fund? Yes, but they can never be given back. How do you decide
where to spend your funds? The best method is through battalion FRG
meetings. Companies can spend their FRG funds as they see fit, though
they should coordinate with the battalion commander in case there are
other factors that need to be considered. One thing that is very
important here, whatever you decide to do with the funds, everyone in
the unit must be able to derive some benefit from it. A good litmus test
is just to say “Is it available to everyone?” Examples are Company X
decides to give all newly arriving families a little $1 plant. Can they do
this? No! Can Company X give every newly arriving family and single
soldier or civilian a little $1 plant? Yes, it is available to everyone. Can
they give a door prize at a Company FRG meeting? Yes, for the same
reason, it is available to all who attend. Can you give baby gifts or baby
showers out of FRG funds? No you cannot! Not only is it good way to
destroy the fabric of your FRG, but it is also illegal. Remember, the
rules changed and FRG funds are governed by the ARs now.
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FRG STANDARDIZATION

— STANDARDIZE TELEPHONE TREES - USE
ORGANIZATIONAL CHART STYLE

— INSURE TELEPHONE TREES COVER EVERYONE
= EXERCISE TREE EVERY TWO WEEKS

= PROVIDE FRG INPROCESSING FORM TO BE USED
BY ALL INCOMING PERSONNEL

= PUT FRG MATERIAL IN WELCOME PACKET

— ENSURE ALL REPS AND CONTACT PERSONS
ATTEND FRG LEADERSHIP TRAINING

Keep your telephone trees readable. Include your single people living
off post, because they can help in a wide variety of ways. You will have
to use your own judgment as to how often to exercise your system. You
know your unit best. The FRG Leadership Training Course is designed
to get your FRG representatives up to speed in the least amount of time.
It takes about 3 1/2 days, but is well worth it.

14



FRG STANDARDIZATION

— ENSURE ALL VOLUNTEERS ARE REGISTERED AND
HAVE JOB DESCRIPTIONS

— ENSURE THAT VOLUNTEERS SUBMIT THEIR TIME
CARDS MONTHLY

= RECORD ALL HOURS WORKED

— CONTACT PERSONS GIVE TO UNIT REPS FOR TURN-
IN

— THANK YOUR VOLUNTEERS - WE COULD NOT
EXIST WITHOUT THEM!!

We already talked about job descriptions, but you also need to ensure that your
volunteers are registered with your Installation Volunteer Coordinator. Why keep
track of hours? There are several reasons. It not only helps your volunteers
document what they have done for job experience purposes, but remember that the
U.S. Government and most Fortune 500 companies consider volunteers as
“employed” for job application purposes. Additionally, all MACOMs report their
volunteer hours to the Community and Family Readiness Center, who puts a dollar
figure on those hours. CFSC then goes to Congress and says: “We saved 80
million dollars last year with our volunteers, so can you give us 20 million for
quality of life programs?” Those hours do count, please keep track of them.
Recognize your volunteers and thank them as much as you can. We have a bad
habit of feeding our volunteers a meal once a year and abusing them the rest of the
year.
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RESPONSIBILITIES

= AVOID GETTING PERSONALLY INVOLVED WITH
PROBLEMS!

= KNOW COMMUNITY RESOURCES!

= GO TO ACS, ADAPCP, DCA, ETC., AND SEE WHAT
RESOURCES EXIST THAT YOU CAN USE, AND USE THEM.

= EDUCATE YOUR PEOPLE ON THE RESOURCES
AVAILABLE TO THEM.

= YOU ARE NOT THE EXPERT, THESE PEOPLE ARE.

= COMMANDER: REWARD YOUR PEOPLE AND THOSE
THAT HAVE HELPED YOU.

= FRG REPS CAN BE GIVEN THE "COMMANDER'S AWARD
FOR CIVILIAN SERVICE" AT THE END OF TOURS.

= GIVE CERTIFICATES TO OTHER AGENCIES THAT HELP
YOU (AAFES, DECA, DINING FACILITY, ETC.)

FRG reps, do not take your supported peoples’ problems as your own. |
know that this easier said than done, but you have to try. Burdening
yourself will only lead to burn out. Learn about your community
resources. Visit and talk to them. You probably would be surprised as
to the amount and quality available to you. As an example, Army
Family Team Building is a great resource. AFTB can be considered the
education arm of the FRG program. You are an information conduit;
you are NOT the service provider! We’ve already discussed rewarding
your volunteers and another example is presented here. You do know
that you can get freebies from the Commissary and PX. All you have to
do is ask, but remember to thank them. It makes it easier when you go
back begging again.
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COMMUNICATION

= IF THEY DON'T SEE IT OR HEAR IT, THEY WON'T
KNOW ABOUT IT.

—> NEWSLETTERS
— TELEMARKETING (USE CONTACT PEOPLE)
= NOTHING BEATS FACE-TO-FACE

= YOU ARE THE KEY - WHAT THEY HEAR YOU SAY,
THEY SAY.

= PERCEPTION
= EDUCATION
-~ UNDERSTANDING

A good monthly FRG newsletter can enhance your FRG program. You
can use official mail to distribute newsletters. You are generally limited
to 16 pages for a company newsletter, however, if you combine
everything into a battalion or brigade newsletter you can increase the
page count. Some of the best brigade newsletters I’ve seen are up to 40
pages in length. There are usually columns by the brigade commander;
chaplain; AAFES, DECA, and Medical consumer news; each battalion
has a section that consists of what each company is doing, training,
deployments, awards, PCSs, births, marriages, etc. You can put
anything in it that provides information or contributes to morale - no
ads. Have people contribute articles on anything they wish - trips
they’ve taken, recipes, language training, training highlights, whatever.
Some people do not like their name as a byline of an article, so have a
column with a spurious byline, like the name of the unit mascot for
them. When soldiers are deployed, send them copies. Some units have
articles by deployed commanders and troops included in the newsletter
to help keep everyone informed about what the unit is doing. They get
these articles back through message traffic, couriers, mail, etc. Do
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whatever it takes to ensure that the soldiers take the newsletters home.
Use your contact people to get information out and to sell the program,
that 1s what they are for. FRG reps, you need to circulate within the
unit. Let people know who you are, particularly the soldiers. People are
more apt to participate in the FRG if they can put a face to a name. The
second part of this slide refers to Commanders, CSMs, 1SGs, and FRG
reps. As an example of an incident that really happened, a battalion
commander and CSM were talking about FRGs and one said to the other
“This FRG crap is stupid and I don’t think we should mess with it”, and
the other agreed. The only problem is that about 20 soldiers overheard
this. Guess where that battalion’s FRG program went? Whatever
people in your unit perceive as your attitude towards the FRG program,
they will most likely emulate. You must continually educate your
soldiers and family members about the FRG and they will understand
the benefit of the FRG to them.

18



WHAT WORKS

= PROFESSIONALISM!
— MONTHLY FORMAL BATTALION FRG MEETINGS

= CONSISTING OF BN CDR, CSM, COMPANY CDRS,
1SGS, BOSS REPS, BN AND COMPANY FRG REPS

= KEEP TO SAME DAY, TIME, AND PLACE

= FRG CAN COVER COST OF CHILD CARE FOR THESE
MEETINGS

= ESTABLISH SYSTEM THAT WILL ENSURE THAT
APPROPRIATE FRG REP IS NOTIFIED NOT ONLY
WHEN A SOLDIER ARRIVES BUT ALSO WHEN
FAMILY ARRIVES

The next few slides are some ideas that have worked successfully. FRG
volunteers can help their FRGs succeed if they approach their responsibilities
in a professional manner. Commanders, CSMs, 1SGs, never equate a
paycheck with professionalism. Some of the most capable and professional
people I have ever met are volunteers. The BN FRG meetings are held
during the day at the BN HQ. The BN FRG rep runs the meeting with a
written agenda that is approved by the BN CDR, who may have items to
include. The purpose of these meetings is to plan and implement what the
FRG is going to do. It keeps all companies on the same script. Also,
decisions about support can be made quickly. “A Company, can you provide
a vehicle for the BN FRG bake sale?” Make sure you publish minutes of
these meetings and that they are OPEN. That is any family member can sit
in on the meetings. If you start this, you will initially have a few that will
come to see what you are up to. You will note that the BOSS reps are an
integral part of the FRG. Once the single soldiers know they are included in
the FRG, you can expect them to help. In some units, they provide all the
hot-dogs, condiments, sodas, etc., for bake sales. Some units have also used
this same system for quarterly brigade and division meetings, but they are
directed more for information flow to brigade and division commanders.
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WHAT WORKS

= WELCOME VISIT BY APPROPRIATE FRG REP
= ALL NEW SOLDIERS BRIEFED ON FRG
= ALL NEW SPOUSES BRIEFED ON FRG

— USE VOLUNTEER FAMILY MEMBERS IN THE
SPONSORSHIP PROGRAM

= DO A NEWSLETTER THAT GOES TO EVERYONE

— ENSURE THAT THE FRG IS NOTIFIED ABOUT
DEPLOYED SOLDIERS BEFORE THEY DEPLOY

= HOLD DEPLOYMENT BRIEFINGS WITH SPOUSES
— HAVE AND USE A CHECKLIST

The best system for briefing soldiers on the FRG is during in processing.
Some BNs have a monthly brief to new soldiers where the CDR, CSM,
S-1, etc., brief the new arrivals on the unit. During these, the CDR
finishes their brief, introduces the BN FRG rep, who gives a short
briefing on the FRG covering what it does and what it has done. Spouse
briefings can be monthly or as needed, but at least quarterly. The more
successful ones have the BN CDR present a unit overview brief and
then the BN FRG gives the FRG briefing. If you have spouses that are
not comfortable with English, you should provide a bilingual briefing.
There are a lot of great deployment checklists available, find one, fit it
to your needs, and use it.
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WHAT WORKS

— RANGE DAYS (PROVIDE FREE SOFT DRINKS AND
SNACKS)

= CIRCULATE IN THE UNIT - TALK TO THE UNIT
MEMBERS - LET THEM KNOW WHO YOU ARE AND
THAT YOU CARE

= SUBSIDIZE RECREATION EXCURSION TRIPS

— PROVIDE GUEST SPEAKERS ON SUBJECT AREAS OF
INTEREST

= SINGLE SOLDIERS' HOLIDAY BAGS AND ADOPT A
SOLDIER/FAMILY PROGRAMS

Range days can be used in many ways. How it works is when the unit
goes to the range, the FRG provides baked goods, cold soda or hot
coffee, dependent on weather, and one or two FRG reps take it out to the
range about midmorning and hand it out to the soldiers. They also make
sure that all trash from this is picked up. Take trash bags. One thing to
emphasize is that FRG reps do not get anywhere near the firing line!
Some places require a tactical vehicle, so one of the companies provides
it with driver. The soda cooler, coffee pot, and boxes with baked goods
are plastered with signs that say “From your Battalion Family Readiness
Group.” It is great advertising. This same idea has been used with
motor stables, PT tests, barracks pride day, etc. Subsidizing day trips as
unit events helps get people out of their houses and barracks, provides
an opportunity for people to meet each other, and gives people a
concrete example of what the FRG is doing for them. Remember that
sustaining level of the FRG? Mix events up so that one month there is
something that includes children and the next something of interest to
adults. Never pay for the entire trip - you will get burned by people not

showing up! Your community can provide a wide variety of guest speakers
on many subjects that would interest your people, from financial planning to
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relocation stress. Single soldier holiday bags are just small decorated bags with
baked goods, fruit, freebie certificates from AAFES and DCA, and a card from the
FRG; advertising again. The adopt-a-soldier and family program is slightly
different from what you may have seen. Single soldiers are “adopted” by a family
or families and some units have done funny certificates for this. That single soldier
remains adopted until the family or families PCS or they PCS. In addition to the
normal holiday meals and being invited to dinner occasionally, the single soldiers
are included in other things that the families do. It is totally up to the sponsoring
families to decide when and what to include their adoptee in. The single soldier’s
part is to do things like watching pets, watering plants, whatever is needed if the
family has gone away on leave. They also baby-sit children, when the couple want
to get out by themselves, some only do this once though. So you can see it works
both ways.
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WHAT CANI1DO?

= PARTICIPATE IN AND SUPPORT THE PROCESS

— ENCOURAGE AND SUPPORT YOUR SPOUSE TO
BECOME AN ACTIVE VOLUNTEER

= PARTICIPATE IN FUND RAISERS

— BECOME PART OF YOUR UNIT AND MILITARY
COMMUNITY

— BE YOURSELF AND HAVE FUN

This slide is rather self-explanatory.
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WHO CARES?
WE DO!

With the downsized Army, there will be more and longer deployments.
You’ve trained, you’ve practiced, and your unit is ready! What about
the individual soldier’s personal readiness? What about family
readiness? An active FRG program helps complete unit readiness.
Your FRGs can help your people feel that they are part of the unit and
that someone actually cares about them. Your soldiers are your most
valuable resource. If they do not feel that someone cares, then they
won’t. So all the training and effort is wasted. This is not just another
post, not just another assignment; this is our neighborhood, our
community. This is our home. Let’s make it better for all. So, who
cares? We do. We all do.
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What is a Family Readiness Group?

A Family Readiness Group (FRG) is an organization of family members (both immediate
and extended such as, mothers, fathers, aunts, uncles, etc. as specifically designated by the
soldier), volunteers and soldiers as well as others interested in the welfare of the soldier (i.e.,
fiancees, retirees, etc.). The FRG provides an avenue of mutual support and assistance, and a
network of communication among the family members, the chain of command, and community
resources.

Family Readiness Group IS NOT:

Baby-sitter Service

Community Taxi Service
Financial Institution Service
Professional Counseling Service

* & o o

Leaders have three important characteristics:
First, they care;
Second, they are going somewhere;
Third, they are able to persuade others to go with them
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Family Readiness Group Purpose

What is the main purpose of a Family Readiness Group (FRG)? The primary purpose of
any FRG is to encourage self-sufficiency among its members by providing information, referral
assistance and mutual support. The FRG achieves family readiness by providing an atmosphere
and an agenda of activities that builds cohesiveness among unit members.

Family Readiness Groups do not encourage or foster dependency, they encourage self-

reliance!

Common goals for a FRG may include:

¢
¢

* & & o o

Welcoming new families.

Developing and providing copies of telephone trees to all FRG members within the
restrictions of the Privacy Act.

Assisting family members to focus and understand unit’s mission.

Providing social and emotional support.

Sponsoring briefings throughout the deployment/mobilization/redeployment process.
Providing information and referring families to appropriate agencies.

Participating in development of planning for predeployment, deployment and reunion
activities.

REMEMBER: Resource Your Families, Not Rescue Them!

“You cannot help men permanently by doing for them what they could and should do for

themselves” Abraham Lincoln

26




Family Readiness Group
Roles and Responsibilities

Use existing FRG structure - DON’T REINVENT THE WHEEL

The Commander is ultimately responsible for establishing the FRG, however, its
members must own a FRG. Active/Reserve Component service members (Commander,
Chaplain, Executive Officer [XO], Adjutant [S-1], First Sergeant [1SG], Sergeant Major [SGM])
should only serve in an advisory or resource capacity. This will facilitate the FRG being able to
act on its own during deployment/mobilization.

Many roles exist within an FRG structure. The following may be used as guidelines:

a. FRG Leader: The leader can be any family member in the unit who the Commander
has appointed and endorsed.

The FRG leader responsibilities may include:

¢ Becoming knowledgeable of unit mission, existing FRG operating procedures,
structure, and community resources

Organizing unit-level Readiness group.
Tracking and recording volunteer hours.

Preparing telephone trees, keeping current

* & & o

Obtaining names, addresses and phone numbers, and e-mail addresses of all family
members which may include extended family members and/or fiancees of single
soldiers.

Calling Key Contact Person to activate telephone tree.

Attending and chairing Family Readiness Group meetings.

Recruiting, training, and managing volunteers using community resources as needed.
Writing and updating volunteer job descriptions.

Ensuring communication is maintained among members.

Coordinating with community resources to provide training for FRG members.
Maintaining communication with Commander and/or unit Point of Contact (POC).
Identifying family member concerns and relating them to unit leadership.

Working in conjunction with unit leadership to minimize rumors and stress.

® & & & 6 O O O o o

Ensuring volunteers are recognized for their time and efforts.
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b. Key Contact Person: Designated telephone contact volunteer.

The Key Contact Person responsibilities may include:
¢ Calling assigned FRG members.

¢ Maintaining up to date names, addresses and telephone number for assigned FRG
members.

Providing timely and accurate information to family members.

Ensuring contact is maintained, especially during deployments.

Providing information and referral assistance to family members needing assistance.
Working in conjunction with unit leadership to minimize rumors and stress.
Identifying assigned FRG members concerns and relate to FRG Leader.

Attending FRG meetings.

® & & 6 o o

c. Treasurer: Serve as the fund custodian for the Family Readiness Group.
The Treasurer’s responsibilities may include:
¢ Keeping accurate records of FRG funds.
Arranging for regular and change of custodian audits.
Attending FRG meetings.
Providing regular reports to the unit commander.
Providing timely and accurate financial reports to the FRG leader.

* & & o o

Establishing and maintaining a FRG checking account.

d. Family Readiness Group Member: Individual responsibilities are key to the success
of the FRG and may include:

¢ Providing updated address and telephone number to FRG Leader/Key Contact
Person.

Fulfilling any accepted responsibilities.
Staying informed.
Attending and participating in FRG activities.

* & o o

Providing a communication link to other FRG members.

Additional volunteer roles may include: Newsletter Editor, Welcome/Hospitality,
Childcare Coordinator, Special Events, Refreshments, Health and Welfare, and Publicity. Tailor
volunteer roles and responsibilities to the needs of your unit.

e. Unit Commander responsibilities may include:
¢ Developing a family readiness plan.
¢ Establishing unit level FRG.

¢ Including family members in predeployment, deployment, mobilization and reunion
activities.
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Publicly supporting FRG.

Communicating regularly with FRG Leader.

Appointing FRG Leader in writing.

Ensuring regulations and standing operating procedures are available for reference.
Ensuring FRG Leader is trained.

*® & & & o o

Ensuring access to necessary equipment, facilities, and supplies during active and
sustainment phase of a deployment/mobilization.

Ensuring FRG activities are not contrary to Army interest.
Reviewing FRG financial records.

Ensuring FRG Leader and volunteers receive recognition for their contributions.

f. Rear Detachment Commander: Active component primary point of contact for family
members who have questions or need support during the deployment/mobilization process.

The Rear Detachment Commander responsibilities may include:
¢ Providing a link (during deployment) between:
= FRG and the deployed unit.
= FRG and military resources.
¢ Upon deployment, becomes the POC for official actions.

h. Senior Spouse Advisor (SSA): The SSA may be the spouse of division, brigade, or
battalion commander and the spouse of the command sergeant major. Spouses do not have rank.
Spouses chain of communication generally follows the same chain of command established by
the military (i.e., communication from company to battalion to brigade, etc.).

The Senior Spouse Advisor responsibilities may include:

¢ Providing communication network between the command, the FRG leader and
families.

¢ Assisting FRG leader articulate and eliminate common problems through the chain of
command.

Promoting and supporting the training of volunteers at all levels of command.
Serving in an “advisory” capacity.
Participating and offering assistance as needed and upon request.

*® & & o

Serving on FRG Steering Committee.

i. FRG Steering Committee/Executive Advisory Committee: This steering committee
could be formed at brigade or battalion level. The committee helps the chairperson in keeping
the FRG operating smoothly Membership may include, but are not limited to: Commander,
Command Sergeant Major, Chaplain, Executive Officer, First Sergeant, and their spouses, FRG
leaders and FRG representatives.

The responsibilities of this committee may include:
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Coordinating unit resources.
Assessing unit FRG.
Identifying issues and making recommendations.

Providing guidance, information, and support.

* & & o o

Providing link between unit and community.

NOTE: Military members are invited to participate, but should not hold key positions in the
FRG. The FRG should be able to fully function during times of deployment.
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Family Readiness Group
How to Get Started

GETTING STARTED...

As the newly appointed FRG Leader, you should discuss the following with the
commander:

¢ Command policy and philosophy on FRG

Frequency of meetings with commander

¢ Resources (i.e. access to alpha roster, use of government facilities, funds and
reimbursable expenses, office space with desk and chair, access to copy machine,
mailing/postage, telephone with on and off post lines, fax machine, supplies, access
to computer/typewriter, access to e-mail, and transportation support)

¢ Expectations during active and sustaining levels (active is all phases of
mobilization/deployment and sustaining is non-deployment/mobilization periods)

*

Plan the First Meeting
¢ Assess potential FRG population

1. Obtain and review alpha/alert rosters (available from unit adjutant, unit administrator,
or family readiness liaison.

2. Develop and use survey sheet.

3. Obtain and maintain unit family information sheet.

4. Determine optimal meeting day, time, and location.

¢ Identify resources required

Child care (see Child Care section page 19)

Meeting location with seating to accommodate group (i.e. chapel, unit day room,
local spouse club building/ center, unit class room, drill site, community center,
school multi-purpose room, youth activity center, dining facility, etc.)

N =

3. Refreshments

4. Set-up and clean-up

5. Transportation

6. Support staff for first meeting
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Determine best method for marketing FRG meeting

Personal contacts via telephone

Personalized invitations (mailed to family member)

Unit newsletters

Flyers (attach to Leave and Earning Statement {LES})
Installation/community newspaper

Radio/television public service announcement (this is a service).
Electronic marquees/bulletin boards

E-mail

RNk W=

Develop the meeting agenda. Agenda topics may include:

Welcome and sign-in (table with name tags)
Introductions/icebreakers
Group norms

. Confidentiality

. Everyone is equal regardless of sponsors’ rank
. Respect ideas of others

. Stay on track and avoid war stories

Mission of unit (brief description)

Purpose and role of FRG (brief description)

Complete or update family information sheet

Unit/FRG information (i.e., unit training schedule, upcoming events/inspections, hail and
farewells, annual training etc.)

Ways to disseminate information

Telephone trees (notification system)

Newsletters

Plans for the future
Volunteer recruitment

. Determine type of FRG (formal/informal)

Fund raising, if local policy permits (booths, fairs, car wash, bake sales, silent auctions,
cookbooks, bingo etc.)

. Activities (i.e. picnics, holiday parties, outings, guest speakers, i.e., mobilization training

for families etc.)
Determine future meeting dates and time
Family member training (i.e. Army Family Team Building, Academies etc.)

10. Questions/answers
11. General discussion
12. Adjourn (social and refreshment time)

HELPFUL HINTS FOR FIRST MEETING:

¢

¢
*
¢

Start/End ON TIME

STICK to the AGENDA

AVOID Cliques

AVOID MENTIONING AND USING RANK
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Family Readiness Group Participation

Membership:

Family Readiness Group membership is open to unit family members (immediate and
extended such as, mothers, fathers, aunts, uncles, etc.) as well as others interested in the welfare of
soldiers (fiancés’, retirees, etc.)

Encouraging Participation:

¢

Survey soldiers and family members to determine needs, interests and frequency of
meetings. Check local resources to obtain sample survey forms.

Offer practical activities.

Communicate with newcomers soon after their arrival. Offer transportation to first
meeting.

Make meetings brief and enjoyable.

Provide child care and/or children activities when possible.

Do not feed rumors. Although it’s not possible to eliminate rumors, they can be curtailed
by providing accurate information.

Present positive image and encourage full participation.

Ensure FRG provides timely and accurate information and is not perceived as a rumor
mill.
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Family Readiness Group Funding

MONEY CAN BE ONE OF THE KNOTTIEST ISSUES YOU WILL CONFRONT.
Facts:

¢ Unit commander is ultimately responsible and should audit FRG books at least once a year
and/or at change of custodian.

¢ There is a difference between Unit Funds that are managed by the military and the FRG
Fund that is managed by the FRG. The military cannot dictate how FRG funds are spent.

¢ In many cases, the FRG fund is considered an informal fund (you can only have $1,000.00
in the fund at any time).

Exception: You can raise funds in excess of $1,000. to cover a specific event. The day after the
event, there must be $1,000 or less in the FRG account. At some installations, the FRG must have
the commander’s approval to hold more than $1,000. Check with the Financial Management
Division within the Directorate for Personnel and Community Activities or the Family Program
Coordinator within the Reserve component.

NOTE: The role of the FRG account is not to loan money to individuals or groups.

Tips:

Family Liaison Officer or Family Program Coordinator)

¢ The FRG Treasurer is the custodian of funds and is liable for any loss or misuse.

¢ Develop a spending plan and guidelines for expenditures. Standardize procedures. Be
consistent. Decide what mementos will be given and ensure all receive the same.

¢ Include FRG members in all spending decisions.

Designate the amount of the FRG fund that leadership can spend without consulting the

membership.

Require more than one signature on checks, as check and balance.

Set up a ledger to closely track receipts and expenditures.

Consider opening non-interest bearing checking account - KEEP RECEIPTS!!

Audit account when the custodian of the account changes. Uses of FRG Funds: Funds

must benefit entire group, not individuals. Appropriate uses include, but are not limited

to:

Meeting refreshments.

Deployment farewells.

Welcome home activities.

Childcare fees during FRG meetings.

Official FRG long distance phone calls.

Mileage incurred while on FRG business.

Postage and operating supplies in support of FRG.

Special activities designed to foster family involvement and prevent isolation.

FRG Volunteer training.

*

* & o o

® & & 6 6 O o oo
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Sources of Funds

Appropriated Funds (APF)
Nonappropriated Funds (NAF)
Fund Raising

Commercial Sponsorship
Donations and gifts

* & & o o

The Installation Commander determines if APF and NAF are available for FRG support. The
Commander delegates this responsibility to an organization on the installation. Contact your DPCA,
DCA, FLO, ACS, Family Program Coordinator, or Family Readiness Liaison Officer for local policy.
The NAF may be requested through your Unit Fund custodian.

The Commander may authorize either APF or NAF for training of official volunteers.
Appropriated and nonappropriated funds can be used to cover enrollment, expenses, travel and per
diem (meals and lodging). Local policy determines if volunteers may receive an advance of money
before leaving their installation. Travel must exceed 50 miles in accordance with the travel
regulation.

Normally fund raisers are locally approved. Contact DPCA/FMD, Family Readiness Liaison
Officer or ACS to determine the process. CAUTION: Gambling is illegal in many states and raffles
are considered gambling. Check with local, state, and community policy before holding fund raisers.

Commercial Sponsorship may be available to gain local business support for FRG events or
activities. Competitive solicitation is usually handled by the Marketing Division of the DPCA.
Consult with that office to determine requirements for commercial sponsorship. (Army regulations
210-1, 215-1 define and explain access and restrictions). Personal solicitation of local businesses is
discouraged and, on some installations, is prohibited. REMINDER: The joint ethics policy states
that the military is not eligible to solicit on or off duty.

If a donation is offered, you may or may not be able to accept it, check local policies.

NOTE: For more information on funds refer to DA PAM 608-47, Para 3-7, Page 7.
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Family Readiness Group
Child Care

The provision of childcare is one of the major factors in the success of your FRG. Research
the local policy on funding of FRG childcare. The Child Development Services (CDS) Coordinator
or Family Program Coordinator should be your first stop after leaving the commander’s office to
explore child care options. Some child care options include, but are not limited to:

¢ Volunteer Child Care in Unit Setting (VCCUS)
1. CDS will provide training for unit volunteers.
2. Someone on site must be certified in CPR.
3. Child care must be provided on site (with parents).
4. Location should be evaluated for safety.

¢ Short Term Alternative Child Care (STACC).
1. Provided by CDS.
2. On site with parents.
3. CDS charges for this service.
4. Total paid staff required will depend on the number and ages of the children.

¢ Parent Co-Op
¢ Certified Baby-sitters (i.e. American Red Cross)

Check with CDS Coordinator for local policy and procedures

“If everyone is thinking alike, then someone isn’t thinking”
General George S. Patton
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Family Readiness Group
Activities

During the active phase (period of time when all or part of the unit is preparing for
deployment/ mobilization), you will find increased participation in your FRG. During the
sustainment phase (period of time when the soldier is at home station), the family members may have
less need to interact with their FRG.

The following are suggested activities in support of the active and sustainment phases of an FRG.

Active:

Family Information Sheets/Telephone Tree updates
Predeployment/Deployment/Mobilization briefing participation

Information updates

Holiday parties

“Hi Honey” videotape to send to soldiers

Personal development workshops (i.e. Stress Management, Time Management, Coping
with Separation, children’s issues during deployment, children’s workshops, etc.)
Homecoming and reunion training

Welcome activities

Volunteer training and recognition

Care package assembly

* & 6 O 0 o

* & & o

Sustainment:
¢ Adopt a local charity (i.e. orphanage, hospital, nursing home, shelter, school, etc.)
Holiday parties
Volksmarches and fun runs
Marriage enrichment sessions
Dining facility family night
Coed sports activities
Welcome activities
Update Family Information Sheets and test telephone trees
Volunteer training and recognition

® & & 6 O O 0o

“Nothing is interesting if you’re not interested” Helen Macinness
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Family Readiness Group
Tips for Avoiding Burnout

Stop and take a breath.

Evaluate what you are doing and set priorities.

Take care of self and family first.

Consider phone answering machine.

Don’t try to be “all to all.”

Mutual support goes both ways - ASK FOR HELP!!

Look for your own support - Friends, family, church, ACS.
Do not over extend yourself.

Know your limits.

Make sure you eat and sleep as regularly as possible.

Stick to caring and let the Army do its part in delivering specific services.

Dysfunctional families will devour you - REFER TO PROFESSIONAL
ORGANIZATIONS.

Understand and stick to the role assigned to you.

Learn resources for referring problems.

Don't judge success by numbers.

Don’t measure success in THANK YOU s.

Don’t compare your group to others - it’s not a competition.

Seek advice from senior spouses - they’ve been where you are now.
Learn ways to delegate.

Leadership is a risk - don’t try to please everyone.

DON’T REINVENT THE WHEEL - USE SYSTEMS IN PLACE!!!
Don’t be afraid to try something new.

BE YOURSELF!!!
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POSITION TITLE:
SUPERVISOR:

DUTIES:

TIME REQUIRED:

QUALIFICATIONS:

Unit Family Readiness Group Leader (*Representative)
Appointed by and responsible to the unit Commander

1. Advisor to the unit commander on FRG matters.

2. Manager of the unit FRG under guidance and
objectives set by the unit commander.

3. Plans, activates, and coordinates overall FRG support.

4. Represents the unit at higher-level command FRG
meetings.

5. Support FRG representatives at the lower levels and
addresses soldier and family member concerns to the
appropriate command level.

6. Forms the military linkage at the command level and
acts as liaison to the next higher command level.

7. Ensures the transfer of pertinent information to
subordinate FRG representatives.

8. Delegates duties and job responsibilities of subordinate
FRG representatives to accomplish the unit
commander’s FRG objectives.

9. Ensures that volunteer records (registration, hours and
job descriptions) for the command are complete and
that monthly time sheets for the command are provided
to the Installation Volunteer Coordinator.

10 to 25 hours per week.

Must be a volunteer with excellent people and leadership
skills.

Must have a thorough knowledge of the Army’s Family
Readiness Group program, the unit’s structure, mission and
procedures.

Must be familiar with all applicable regulations concerning
fiscal, regulatory, and statutory responsibilities.

Must be familiar with the available command and/or
installation resources.

Must have successfully completed the Command’s FRG
Leadership Training Course.

*(Representative is replacing Leader in the title. The commander of the unit is the FRG Leader.)
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Family Readiness Group Survey

Please complete this survey as soon as possible. DO NOT put your name on this form. We
would like to have your honest opinion. Circle your answers below or write them as appropriate:

1. Your unit information: ~ Organization Section

2. Are you: Active Duty Civilian

I am or sponsor is: Enlisted NCO

3. Are you Geographically Single Married

(Circle all that apply):

4. Does your spouse ONLY speak and understand Yes
a language other than English?

5. If unmarried, are you a single parent? Yes

6. How many children do you have? 1 2

7. Where do you live? Economy

8. Do you know what a Family Readiness Group is? Yes

9. Who does the FRG support? (Circle all that apply)

Family Members
10. Do you know who your Company FRG representative(s) is (are)? Yes
11. Do you know who your Battalion FRG representative(s) is (are)? Yes
12. Do you feel that information/communication from Yes
your unit FRG is being distributed to you?
13. Do you distribute FRG information, flyers, newsletters Yes

to your family members?

13a. If your answer to question 13 is No, please list the reason(s) you do not:

Single Soldiers

14. Do you believe your FRG responds to your concerns/desires? Yes

40

Family Member
Officer/Warrant Civilian
Dual Military Single
No
No
3 4+ NA

Post Quarters Barracks
No Unsure

Married Soldiers

Civilians Unsure
No Unsure
No Unsure
No Unsure
No No Family Members
No Unsure



15. Have you told your FRG about your concerns/desires? Yes No

16. Have you ever attended a unit FRG meeting? Yes No

16a. If your answer to question 16 is No, please list the reason(s) you have not:

17. Do you participate in any FRG functions and/or activities? Yes No

17a. If your answer to question 17 is No, please list the reason(s) you do not:

18. List three things you would like your FRG to do for you:

19. Would you like to learn more about your unit FRG? Yes No

Thank you for your participation in this survey. Your feedback will assist in providing better
FRG support.
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FRG Notes

FIANCEES. GIRLFRIENDS., AND BOYFRIENDS

If the issue of their involvement arises in your group, you need to assist your group in deciding
how they want to handle this situation. You may want to keep these things in mind.

* Social events provide the chance to meet and become friendly. You can keep in touch
outside of wives/spouses/FRG meetings.

* OPSEC (Operation Security), the fiancee (etc.) has no right to training and mission
information discussed at FRG meetings/coffees.

* The other spouses in the group may feel some resentment.
* Fiancees/girlfriends may come and go frequently.

* The fiancee/girlfriend does not have-the privileges that come with the marriage certificate.
They may not relate to PX, Commissary, hospital business or information discussed at
coffees.

* What you do for one should be done for all.
* Family Readiness Group meetings are for families.

* Spouses' coffees/socials normally are only for the unit spouse.

NEWSLETTERS

Newsletters are a great way to get information out, but how big can it be and how do we mail it?
As per DA Pam 608-47, the following guidelines apply:

3-4 Family Readiness group newsletters

A. Since the FRG newsletter is designed to reach all family members, its tangible and

intangible importance cannot be overemphasized. The FRG newsletter represents one
aspect of the FRG outreach program and communication system. Its purpose is to -

(1) Create a family camaraderie similar to that shared by the soldiers.

(2) Relay information from the command and FRG in an effort to reduce social
isolation, and convey the command's concern for the soldier and family.

(3) Inform family members about installation, unit assistance programs, and local
civilian agencies which may be available to families for both routine and
emergency services.

(4) Bridge the communication gap between the military unit and family members, thus
helping family members better understand not only what the unit is doing, but
why.

(5) Inform the spouse of unit-sponsored and military activities.
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(6) Provide the spouse an opportunity to realize that other are experiencing many of
the same tensions and strains unique to life as part of the military community.

(7) Reflect the Army's concern for a soldier's family and its subsequent importance to
his or her job performance.

(8) Institutionalize an important communication link and information source that is
vital during a deployment.

B. Each unit should have a Memorandum of Instruction (MOI) or standing operating procedure
(SOP) on the preparation, printing, and distribution of the FRG newsletters.

C. The following guidelines meet the requirements of AR 25-30, The Army Integrated
Publishing and Printing Program.

(1) FRG newsletters may contain two types of information, official and unofficial.
Official FRG information relates to command and mission essential information
that the commander believes families should have to be better informed. This
includes information about the Army, installation, unit, benefits, unit and FRG
sponsored activities, and programs and services available. Unofficial information
is non-mission related information such as fund raisers for private organizations,
etc.

(2) FRG newsletters must be published in one color ink only and should be limited to
a maximum of 16 printed pages. Frequency of publication is at the commander's
discretion. In addition, the newsletter must state whether it contains official or
unofficial information or both.

(3) Chapter 3 of DoD 4525.8-M, Jul 87, DoD Official Mail Manual, prohibits the use
of appropriated funds to mail newsletters that contain unofficial information. It is
recommended that non-appropriated funds (NAFs) or FRG generated funds be
used when unofficial information is included.

What does this all mean. Well the FLO Notes from January 1995 helps clarify this:

WHAT INFORMATION CAN BE INCLUDED IN A FAMILY READINESS GROUP
NEWSLETTER?

The Department of Defense sets the policy on the use of appropriated funds for mail in family
Readiness group newsletters. The 1993 DoD policy allows commanders to fund the mailing of a
FRG newsletter if the content is considered official business. The U.S. Army Community and
Family Readiness Center discovered that there is still some confusion in the field about what is
official business. They met with representatives of the Judge Advocates Office, Information
Systems for Command, Control, Communications and Computers to clarify the policy. On
December 30, 1994, the policy clarification guidelines were sent by official message to all Major
Command Chiefs of Staff, installation and garrison commanders, DOIMs, Directors of Personnel
and Community Services, Staff Judge Advocates, the National Guard Bureau and the Chief of
Army Reserves. The guidance is as follows:

(1) Commanders have the responsibility to determine the kinds of information their service

members and families need. Commanders should apply the following guidelines in determining
whether the content of a FRG newsletter is official:
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A) To give information related to unit mission and combat readiness including family
readiness such as information related to FRG activities in support of field exercises,
mobilization, and deployments of active and reserve component units. Examples are:

1) Notifying family members as to changes in mailing addresses related to field
exercises, deployments, re-deployment time frames and welcoming/reunion
ceremonies.

2) Notifying family members as to changes in mailing addresses related to field
exercises, deployments and re-deployments.

B) To give information which is educational in nature, designed to promote informed
self-reliant service members and their families. Such as:

1) Chaplain sponsored programs and activities to include social functions that
support field exercises, deployments and re-deployments.

2) Education and training program such as Army Family Team Building, Army
Community Service and Family Advocacy.

C) To give information regarding service member and families which promotes unit
cohesion and helps strengthen the ongoing esprit among family members within
the unit such as command sponsored organizational day activities and memorial services.

(2) Commanders are reminded that strictly personal and social information and information
concerning private organizations and commercial ventures is expressly prohibited. Information
regarding fund raisers for private organizations is also prohibited. However, family Readiness
group fund raising information is allowed.

(3) Commanders are reminded that they are responsible for appropriated mailing costs of FRG
newsletters to home addresses. The information in this message should reduce the confusion
about what can and cannot be included in unit FRG newsletters. Questions regarding FRG
newsletters should be directed to your local ACS or DPCA or Family Program Coordinator. The
HQDA point of contact for information in this message is: U.S. Army Community and Family
Readiness Center, CFSC-FST, ATTN: Ms. MacKinnon, 2461 Eisenhower Ave., Alexandria, VA
22331-0521; or call (703) 325-9391; DSN 221-9391.
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Insert
DA Pam 608-47



In order to complete
this handbook, insert

~Operation Ready

- The Army Family
Readiness
Handbook.



In order to complete
this handbook,
insert
-How to Support
Families During
Overseas
Deployment:

A Sourcebook for Service Proveders. USARI Research Report 1687
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LEGAL/ADMINISTRATIVE

The Staff Judge Advocate's Office advises you and your family about personal legal
affairs, including wills, powers of attorney, adoptions, name changes, landlord and tenant
relations, consumer affairs, marital rights and obligations, and other legal matters. In addition,
notary public services are normally available. All assistance is free. However, some legal matters
involve civilian court proceedings. Military attorneys generally may not represent you in court
but can refer you to civilian attorneys or to civilian legal service agencies that may be able to
represent you. You may ask a Legal Assistance Officer to read and advise you on any contract
free of charge. Never sign a contract without completely reading and understanding it. Never
accept verbal promises, which are not written into the contract. Do not make important,
expensive purchases with out consulting with your spouse. Be prudent and cautious in spending
money and especially in using a power of attorney.

It is important for you to have in your possession certain documents and family records.
Should an emergency arise, you may need some or all of those documents. Some of the
documents listed below may be used often, even when an emergency does not exist. Gather this
information and these documents now and put them in a special container or a safe place so you
and your spouse or someone outside of your household knows where they are.
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In order for your family members to obtain identification cards and legal benefits while your

spouse is deployed you must be able to supply the documents in bold type. If the original
documents are unavailable, certified copies should be obtained. These documents should be
located now. There may not be time to find them later.
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11.

12.
13.
14.

15.

16.

17.

18.

19.

20.
21.
22.
23.

. When will each ID card expire?

. Do you have and are each family members identification cards (ID) cards up-to-date?

. Do you know how to replace the ID card in the event it is worn, damaged, lost or stolen?
. Do you have immunization records for each member of the family?

. Are your family members’ immunizations up-to-date?

. Do you have an up-to-date will and know where it is kept?

. Does your spouse have an up-to-date will and so you know where it is kept?

. Do you have and know the location of your power of attorney?

. General Power of Attorney: Authorizes you to conduct all family business with would

otherwise require your spouse’s presence.

. Limited Power of Attorney: Authorizes you to conduct only the matter specified in the

document, which would otherwise require your spouse’s presence.

Medical Power of Attorney: Authorizes a person other than yourself to authorize medical
care for family members should you not be available (e.g. hospitalizations, etc.) This is
excellent for anyone who regularly cares for your children.

Do you have and know the location of each family member's certified birth certificate?
Do you have and know the location of your marriage certificate?

Do you have copies and know the location of any adoption papers, guardianship papers,
divorce decrees, or court orders awarding custody of children or child support?

For illegitimate children, court orders declaring the biological parent, written
admission of paternity, and related documents?

Statements from licensed doctors or medical officers for dependent children over 21
years of age whom are mentally or physically disabled.

Name and location of places where unmarried children over 21 but less than 23 years of
age who are enrolled in a full-time course of instruction.

Death certificates of deceased members of the immediate family.

Do you have a recent photograph (full face, light background, about two inches by two
inches, showing the person’s entire head for each family member 10 years old or
older)?

Do you have and know the social security numbers for each family member?
Leave and Earnings statements from the last three months.
Do you have copies of Federal and State tax records for the past six years?

Where are the insurance policies kept? (Car, life, home owner, personal property, etc.)
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24.

25.
26.

27.
28.

29.
30.

31.
32.
33.

Where are your stocks, bonds, certificates of deposit, savings and credit union passbooks,
notes receivable, and other evidence of income producing properties?

Do you know where the deeds and other title documents relating to real estate are?

Certificates of title and registration, warranties, and tax receipts for automobiles, boats,
recreational vehicles, and other personal property.

Are all your important papers safeguarded?

If you are on the housing list, has the housing office been given telephone numbers where
you can be reached during your spouse’s absence?

Citizenship records if any family member born outside the United States.

Business agreements including partnership documents, agency contracts, sales contracts,
royalties, residual agreements, and employment contracts.

Documents designating the sponsor or spouse as an executor or a trustee.
Documents relating to bankruptcy proceedings.

Military and other employment records.
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15.
16.
17.
18.
19.
20.
21.

22.
23.

24.
25.
26.
27.

28.
29.
30.

31.
32.
33.

34.
35.

36.

WHEN MY SPOUSE IS DEPLOYED, I CAN..

Join company weekly at the dining facility for supper.

Participate in battalion potlucks.

Be sure to attend the monthly FRG steering committee meeting.

Attend company level get-togethers.

Help the children make banners at the company get-togethers for mom/dads.

Video tape company parties and get-togethers to send to your spouse.

Send video movies.

Bring a cassette at the company and battalion parties for any children to talk to mom/dad.
Help make coloring books appropriate for the battalion for the children to color and send.
Bring ingredients and help my company bake cookies to send.

Help make Christmas socks filled with sweets and necessities for each soldier

Help children in making seasonal and holiday ornaments to send to mom/dad

Send a small Christmas tree

Help raise money to buy a Santa suit to send so “Santa ““ (alias 1SGT) can pass out the
Christmas Socks

Help children make greeting cards

Participate in conipany/battalion newsletter to send

Send a boxful of small packages for my spouse to open, one a day for a week (or a month)
Tape my spouse’s favorite relaxation music and seasonal music

Write a daily or weekly diary of the crazy and cute things the kids said during one week
Make small teddy bears from camouflage material to send

Take pictures of the kids and me under the beautiful autumn trees, then tape to a leaf shaped
paper and cover with clear contact paper for an “autumn tree “ ornament

Keep a journal of my thoughts and experiences to share at the appropriate time
Volunteer at ACS or Red Cross or wherever there are people in order to stay focused
“outward” instead of focused “inward” (which causes a self-induced “pity party” )
Audio tape (cassette) our Saturday family breakfast so mom/dad can visualize the sounds
Bake favorite bread or cookies and send weekly

Send sayings, poems, and Scripture verses that are uplifling and encouraging

Force myself to take a weekly break from my children by trading children with a friend for a
day or evening outing

Look within my company or battalion to see where I can help another

Remember that tears are cleansing and laughter brings joy to the heart

Remember the reasons I fell in love with my spouse and share often those reasons with the
children

Build pride within my children of their mom/dad in serving our country

Send a new calendar of sports jokes

Share my spouse’s address with my children’s class at school so they, too, can send letters
and cards

Write an honest-to-goodness letter in my own handwriting!

Take a hot bubble bath after the children are in bed and re-focus and put the proper
perspective on the day

Ask extended family members to write letters and send cards
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37.

38.

39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.

50.

Concentrate on never saying “I can’t” but instead “I’LL. TRY”” (and teach my children the
same)
Make paper calendar chains and hang in children’s rooms to remove a link a day until
mom/dad returns
Send an advent calendar
Join in chapel activities to remind me who is Really in charge
Be very careful of not “putting down” my spouse especially before the children
Daily remind myself that my spouse is doing the job for which he/she was trained
Buy myself a calendar that has an uplifting thought for each day
Try a new hobby
Tackle the project I’ve been pulling off for so long
Buy that special chocolate and put it away for emergencies
Help my children bake a birthday cake not only for mom/dad but also for a single soldier
Remember that my ATTITUDE DETERMINES AT WHAT ALTITUDE I FLY.
Have a few friends (with children) join my children and me for a relaxed evening of potluck,
games, movies, etc. and have an old-fashioned slumber party.
Force myself to remember that every time ....

e [ change a nasty diaper

e wipe a snotty nose

e wake to a screaming child

e scrub the nasty tub and shower

e take out the garbage in the rain

e scrub the mud off the carpet

e wipe up the spilled juice from the freshly mopped floor

e do the 15" load of laundry

e get a telephone call from school

e go to the car repair place one more time

e cook macaroni and cheese again

e walk up the stairs for the 10" time

e g0 to the commissary, then carry 20 bags of groceries up 2 flights of steps

e cat at Burger King for the 2" time this week

e and look out my window at the rain for the 18th day in a row .....

THAT THIS, TOO, WILL PASS!!
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TDY / DEPLOYMENT CARE PACKAGE
& MORALE BOOSTING TIPS & IDEAS

A tour of the home city by mail: postcards, souvenirs, etc....something everyday for a
week!

A valentine letter written entirely with candy message hearts glued to the paper.
Valentines out of season

Pictures from wedding or other special event

Wild glow in the dark boxer shorts (my husbands favorite)

Rice Krispy treats in different shapes

Home made cards with coupons for special activities when finally together again
Things from special places we went together

Tapes with favorite songs and a special personal message

Telephone calling cards! That way No Excuses!!!

Letters full of clichés (if you do this one, warn them that that's what it is)

Write with stickers

Favorite hometown products

Candy, brownies, cookies

Seasonal items

A small collage frame with photos of family

Pictures the kids drew (in fact...can wrap some presents in kid's drawings!)

Mixed nuts

Homemade snack mix (Chex mix stuff)

Maybe some videos, either home videos or actual movies

Get poster board and cut out sayings from magazines and pictures to make a funny
poster (or romantic one)

Favorite books and magazines

Fudge, cookies, candy - cakes and muffins don't mail well!

Music CDs or tapes

Cards and stamps

If you mail early enough send them blank Christmas cards so they can send their own
out

Toiletries - especially when they're on a ship, you never know what the ship's store
will run out of and when!

Small tabletop tree and seasonal decorations

Video tapes of you and the kids

Handmade cards from the kids

Family pictures

Warm socks, if they are in a cold area such as Bosnia!

Sentimental memento - a dried rose you kept that he brought you
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15.
16.

17.

18.

19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

32.
33.

34.

101 WAYS TO COPE WITH STRESS

Get up 15 minutes earlier

. Prepare for the morning the

night before

. Avoid tight fitting clothes

. Avoid relying on chemical aids
. Set appointments ahead

. Don’t rely on your memory..

write it down

. Practice preventive maintenance
. Make duplicate keys

. Say ‘no’ more often

10.
11.
12.
13.
14.

Set priorities in your life
Avoid negative people

Use time wisely

Simplify meal times

Always make copies of
important papers

Anticipate your needs

Repair anything that doesn’t
work properly

Ask for help with the jobs you
dislike

Break large tasks into bite size
portions

Look at problems as challenges
Look at challenges differently
Unclutter your life

Smile

Be prepared for rain

Tickle a baby

Pet a friendly dog/cat

Don’t know all the answers
Look for the silver lining

Say something nice to someone
Teach a kid to fly a kite

Walk in the rain

Schedule play time into every
day

Take a bubble bath

Be aware of the decisions you
make

Believe in yourself

35.

36.
37.
38.

39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.

56.
57.

58.
59.
60.

61.

62.

63.
64.
65.
66.
67.
68.
69.
70.

Stop saying negative things to
yourself

Visualize yourself winning
Develop your sense of humor
Stop thinking tomorrow will be
a better today

Have goals for yourself
Dance a jig

Say hello to a stranger

Ask a friend for a hug

Look up at the stars

Practice breathing slowly
Learn to whistle a tune

Read a poem

Listen to a symphony

Watch a ballet

Read a story curled up in bed
Do a brand new thing

Stop a bad habit

Buy yourself a flower

Take time to smell the flower
Find support from others
Ask someone to be your
“vent-partner”

Do it today

Work at being cheerful and
optimistic

Put safety first

Do everything in moderation
Pay attention to your
appearance

Strive for excellence NOT
perfection

Stretch your limits a little each
day

Look at a work of art

Hum a jingle

Maintain your weight

Plant a tree a

Feed the birds

Practice grace under pressure
Stand up and stretch

Always have a plan “B”
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71.
72.
73.
74.
75.
76.

77.

78.
79.
80.
81.
82.
83.
84.
85.
86.

87.
88.
89.

90.
91.

92.

93.

94.
95.
96.

97.

98.
99.
100.
101.
102.

Learn a new doodle
Memorize a joke

Be responsible for your feelings
Learn to meet your own needs
Become a better listener
Know your limitations and let
others know them too

Tell someone to have a good
day in pig Latin

Throw a paper airplane
Exercise every day

Learn the words to a new song
Get to work early

Clean out one closet

Play patty cake with a toddler
Go on a picnic

Take a different route to work
Leave work early (with
permission)

Put air freshener in your car
Watch a movie and eat popcorn
Write a note to a far away
friend

Go to a ball game and scream
Cook a meal and eat it by
candlelight

Recognize the importance of
unconditional love
Remember that stress is an
attitude

Keep a journal

Practice a monster smile
Remember you always have
options

Have a support network of
people, places and things

Quit trying to “fix” other people
Get enough sleep

Talk less and listen more
Freely praise other people
P.S. Relax, take each day at a
time ... you have the rest of
your life to live.



GAMES

SOCCER BOWL

Set up ten empty plastic bottles in a triangle on a level area. Each kid gets three tries to knock
down as many as possible by kicking a beach ball at them from twenty feet away. If all the
"pins" fall before his last turn, set them up again so he has a chance to add to his score. The kid
with the highest score at the end of two rounds wins a prize.

BALLOON HEAD RACE

Organize players into pairs and hand each team a partially inflated balloon. When the game
starts, teammates must race to a finish line carrying their balloon between their heads, no hands
allowed.

PAPER AIRPLANE PERFORMANCE

Each kid receives a plain sheet of 8"x 10" white paper to create a paper airplane. When the
models are ready, each kid in turn tries to fly his through a tunnel created from a triangle of
cardboard set on a picnic table. Or, use a string to mark a landing zone.

BEACH BALL VOLLEY
Playing one-on-one or in teams, kids volley a beach ball over a makeshift net. The first team to
reach the pre-set goal wins or until the other person/team gives out.

THE BIG SPILL

Fill each kid's plastic cup to the brim with water. One at a time with their cups in hand, players
must jump into the turning rope and complete three consecutive jumps before jumping out. Once
everyone has finished the task, players hold up their cups. The child with the most water left
wins.

RUNNING WATER

Divide the players into two teams and fill one cup for each group. Holding her team’s cup, the
first kid jumps into the turning rope and skips at least three times. Then she must call in another
teammate by singing this jingle: "Water in the cup, splashing all about. Jump in [teammate's
name] and help me out'. After the second kid jumps in the first kid passes her the cup and then
jumps out. The second kid calls in the next kid and so forth until all the teammates have had a
chance to jump while holding the cup. Then it's the second team's turn. The team that ends with
the most water in its cup, wins.

TORTOISE TANGO ON BICYCLES

Use chalk to draw two parallel 3° wide lanes spaced 10' apart on a paved surface. The length of
the lanes will depend on the available area, but 50’ makes a good distance. Mark starting and
finishing lines in both lanes. Riders must travel down their assigned paths as slowly as possible,
keeping their feet on the pedals at all times. The last one to cross the finish line wins.
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TIGHTROPE BICYCLE RIDING

Bikers in this race must travel 50’ down a straight 3" wide chalk line, keeping both tires on the
line at all times. For advanced bikers, draw one long, curvy line and use a stopwatch to time
individual riders.

BICYCLE RODEO

Set up an obstacle course using soda bottles filled with sand. Use your imagination to create
courses. Challenge your youngsters. Use three bottles set up in a distant triangle to recreate
barrel races, set several bottles in a tow to recreate flags, etc. When the kids get good at the
courses, start timing them.

EGG TOSS

Create teams of two each. Give each team an egg. Begin with the teams facing one another at a
distance of five feet. Toss once. Step back one giant step. Toss again. Continue until only one
team has an intact egg.

SLIME RACE

Divide available kids into teams. Each team forms a seated line and is given a 16 ounce bottle
with no top. The first teammate fills the bottle from a bucket in front then lifts the bottle
overhead while plugging the bottle with his/her thumb and passes it to the teammate behind
him/her. The last teammate in line pours the liquid into a waiting bucket The team with the most
liquid in the ending bucket wins. The liquid can be anything that the kids wouldn't want on them.
(Egg yolks, pickle juice, etc.)

MYSTERY RUBBINGS

Give each kid a sheet of white paper and a crayon stub. Send them out with a time limit, to get
three rubbings of outdoor objects. Gather everyone back together to try to guess the rubbings.
The kid with the un-guessed rubbing wins. This also works for a rainy day indoor activity.

EASTER EGG HUNT
There is no reason not to get more mileage out of those plastic eggs. Fill them with tokens for
local game rooms, hard candy, money, etc.

BOTTLE BALL

For each kid, you'll need an empty soda bottle and a 4' chalk circle. Arrange the players in a
circle. Dodgers must keep one foot inside their circle while using their other foot to deflect the
ball. The "kicker" stands at least 6' from the closest player and can aim at any bottle. Once he
succeeds in knocking one over; he gets to change places with whoever was guarding that circle.

FOURSQUARE

Draw a 6' square on a paved surface. Then, divide the space into four smaller squares. Start with
a child standing in each block. One child serves the ball by bouncing it in his square and tapping
the airborne ball into another square. The kid in that space must tap the ball (after one bounce)
into yet another kid's area, and so on, until someone lets the ball bounce twice or sends it out of
the grid. A kid who ends the volley steps out, and the game resumes until all but one kid is
eliminated.
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SCAVENGER HUNT

You will want to let your neighbors in on this game; inviting their kids to play too will go a
long, way toward enlisting their cooperation. Divide the kids up into equal groups. Give each
group a list of items to find within the prescribed boundaries (leaving the boundaries means
automatic disqualification!) The first group back with all of their items wins, OR the team with
the most items at "times up" wins.

Sample Items:

toilet paper tube white bread tie yellow sponge

diaper pin Ziploc baggie Phillips head screw

purple milk jug top  sunflower seed green pencil

empty matchbook paper clip clothes pin

toothpaste cap red crayon Sunday comics

post-it note pizza coupon black pen cap
ROCK SCHOOL

This game is played on a stairway in order to use the steps as "grades". All the kids begin on the
bottom step. One kid is the "teacher" and holds a rock in one closed hand or the other and asks a
"student" which hand the rock is in. A correct guess allows die kid to advance one step. The
winner is the kid who reaches the top step first.

RED ROVER

This is an outdoor game played in teams. The kids are divided into two equal teams. Each team
lines up on opposite sides of a yard or field and holds hands. Each teammate takes turns calling a
kid from the other team by saying: "Red Rover, Red Rover, let (kids name] come over". The kid
who was called runs with all his might to break through between two kids on the other team. If
he succeeds, he gets to select a player to take back to his team, if he fails he becomes a part of
this team.

CARDS
Any of a number of generic card games. This activity is intended to fill empty slots at the last
minute. Examples: War Go Fish  Slap Jack

SQUIRT BOTTLE GAMES

Form two teams with one person as "it". Each team forms a semi-circle with "it" in the center
holding a plastic bowl. Everyone else gets a squirt bottle filled with water. On "go", each team
squirts water into its bowl. The team to fill their bowl first wins.

THROWING GAMES
Measure the distance that contestants throw: Colored or labeled Ping-Pong balls- two throws per
person. Straws- two throws per person Paper Plates- two throws per person.
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RELAYS

e Team members place their shoes in a pile. Then one at a time each teammate races to the
shoes, puts his or her shoes on, and returns to the team.

e Each team has an empty 16-ounce bottle and squeezes water from the sponge into the bottle.
Players return to the line and repeat until their team's bottle is filled.

e FEach teammate races 10 yards to a piece of bubble gum, blows a bubble large enough to
cover his or her nose when the bubble breaks, and returns to the line.

CENTIPEDE OBSTACLE COURSE

Teams line up, and players place their hands on the waist of the person in front of them. The
centipede maneuvers through these obstacle; walk along a 2x4 beam, stomp on balloon "ants",
step over a low fence , duck under a limbo rod or line and run back and forth between pylons.

SPRINTS

e Give kids EACH a two-foot piece of licorice. Tell them to put one end of the licorice in their
mouth and race to see who can get all the licorice into their mouth without using their hands.

e Children race 10 yards and put four saltine crackers in their mouths. The first to chew and
whistle wins.

e Contestants race 10 yards, pick up a squirt gun, and extinguish a candle on a table 5 feet
away.

e Contestants race under tables and back.

WATER BALLOON RELAYS

e Balance balloons on tennis rackets; and race to a turn-around line and back.
e Have each team member race with a water balloon between his or her knees.
e Form pairs. Place a balloon between waists and race to a line and back.

BOARD GAMES

Any of a number of board games on hand can be played. This activity is intended to fill empty
slots at the last minute.

Sample games include:

Parcheesi Monopoly Jr. Twenty Questions for Kids Bingo Trivial Pursuit Jr.
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KEEP ‘EM BUSY!

COUNTING THE MILES

On a piece of yam long enough to string from one side of the car to the other between the coat
hooks, string 3 small colored beads, then a larger white bead. Do this five times. As you drive
on your next road trip, allow the kids to move a bead to the other side of the line for each
twenty-five miles you travel. Offer a treat from a hidden bag every time you reach a white bead.

KIDS COOLERS

Instead of having kids running in and out of the house all summer, try this! Obtain enough 16-20
ounce soda bottles for each kid. Fill the bottles with juice, Kool-Aid, etc., but leave room at the
top for expansion. Freeze. Then, when the kids are off to the playground or pool, hand them a
frozen drink that stays cool for hours.

SLIP N SLIDE
Using a big tarp, create a slip n slide area in the grass. Use the sprinkler, aimed at the tarp, to
keep things wet. Keep the sprinkler inside the fence.

RENTAL MOVIE
Select a rental movie appropriate for the age group. Serve with microwave popcorn.

WATERMELON HUNT
This activity is run with the stipulation that the watermelon not be "butchered" on the picnic
table.

FISHING
This activity is self explanatory.

SOFTBALL/KICKBALL
This activity is self explanatory. Equipment is in the garage. A regulation field is behind the
housing area.

OUTBOUND LETTERS
Lay out blank computer paper along with markers, pens and pencils. Each child must write at
least one letter to be mailed to someone outside the house. Provide envelopes and stamps.

BALLOON FIGHT/SQUIRT GUN FIGHT

This game really has no rules beyond "SAFETY FIRST"' and making certain each child is fairly
armed for battle. Clean-up detail is a must following the balloon fight!
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CRAFTS

CREATIVE T-SHIRTS

Each kid starts with a plain white T-shirt. Using potatoes, cut a design into the flat side of each
half. Insert several sheets of newspaper or a sheet of cardboard inside a cotton T-shirt. Pour
fabric paint into a pie pan. Dip the potato stamps into the paint and press design onto the shirt.
Once the paint dries, follow the paint instructions to heat-set the design.

SOUVENIR SOLUTION

Purchase spiral-bound notebooks of large index cards for each child, along with a colored pen
and a package of photo comer stickers. At each vacation destination, let each kid select the
"perfect" postcard to commemorate the spot for him. Then they secure the postcard in their book
and write a few sentences about the place.

KID QUILT

Each kid receives a square block of muslin the same size as everyone else’s. The blocks are to be
decorated in the same medium: fabric markers, fabric crayons, appliqué, etc. After each kid
decorates his block and the design is set according to the medium used, the blocks are pieced
together with fabric strips and machine quilted with a border.

CHRISTMAS CARDS

Yes, Christmas Cards! Get the kids together to think up a design and work out the particulars
such as a group picture in Santa hats or Christmas season clothes. A nativity scene with the kids
(wearing robes for Wisemen, with towels secured by ribbon or rope for headgear, and/or a little
girl draped in blue cloth, holding a baby or doll .... or draped in white with ‘wings’ and halos)
will be a keepsake for years.

FINGERPRINT PICTURES

Each kid selects a picture or photo. Stick with a large image, such as a magazine ad or a
photocopy of a school portrait. Lay a sheet of tracing paper on the photo and take a minute to
study the darker shaded areas, such as eyebrows, cheeks, jawbone, or hair. Recreate the facial
features on the tracing paper by dipping a fingertip in Tempera paint and covering the shaded
areas with a series of fingerprints. Start with shapes in the center of the photo and work outward.
Back the finished artwork with a sheet of white paper.

BEAD DOLLS

Each kid is given the basic supplies of 3/4" bead, 4 smaller beads, felt and fabric scraps, a few
pipe cleaners, embroidery floss and colored markers. Let them use their imagination to create a
creature of their own.

PAPER PLATE FACE MASKS

Lay out paper plates, markers, crayons, glue, staplers, scissors, yarn and popsicle sticks. Let each
kid use his imagination to create a mask of his choosing.
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OLD SOCK HAND PUPPETS
Lay out old socks, scissors, large needles, thread, fabric scraps, yarn and buttons. Let each kid
use his/her imagination to create a puppet of her choosing.

PANTRY PICTURES
Give each child a 10”x10™" square of cardboard. Lay out glue and an assortment of dried beans,
spaghetti, macaroni and cereals. Let their imagination take over!

COLORING BOOKS
This one explains itself. Just make sure each kid has either his/her own book or own page and
easy access to the crayons.

MOTHER NATURE CRAFT

The first part of this craft involves the activity of hiking in the woods to collect small natural
items to use (Beware of poison ivy!). When you return from the hike, provide each child with a
sturdy piece of 10”x10” cardboard and let them share several containers of school glue. Keep a
hot glue gun handy for those hard to secure treasures but be certain everyone understands it’s for
adult use only.

T-DYE T-SHIRTS

Everyone gets a plain white T-shirt. Dissolve the dye according to manufacturers instructions in
the washing machine. Wet all the T-shirts (this activity is better achieved outside) then allow
each kid to scrunch and smoosh his T-shirt at will. Secure the sections with rubber bands. Dump
all the T-shirts into the washer and follow instructions for dying. Following final machine cycle,
remove all T-shirts and remove rubber bands. Dump all the T-shirts back into the washing
machine for another rinse cycle. Dry.

SAND CANDLES

Using sand and a large bowl, create a small mold. Don't make any tiny places as these will not
remain stable when they become part of the candle. Melt wax, which can be bought in blocks at
the craft store, in the top of a double boiler. Add crayon shavings for color. Place wick, which
can also be purchased, into the mold and suspend by wrapping it around a pencil laid across the
mold opening. Slowly pour in the wax up to the brim of the mold. Allow to cool completely.
Gently remove from the mold. Trim wick.

SIDEWALK CHALK DRAWINGS

Everyone gets a piece of chalk and draws to their hearts content on the driveway . After
everyone is finished, the driveway gets a scrubbing with the patio broom and dish liquid!
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PROBLEMS TO PONDER

Family Readiness Training

Time

Location

Childcare
Meals/refreshments
Transportation

"Getting the word out"
/invitations/publicity

Getting speakers

Unit rivalry

Setting responsibility for arrangements
Determining most valuable topics
Identifying audiences

Determining most effective level of
presentation

Helping those who need information get
it

Eliminating feelings of command
pressure

] (I I R R

]

]
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Promoting ACTIVE participation
Needs assessment (unit's & participants)
Meeting expectations/being on target

Maintaining interest & building
momentum

Developing initiative at small unit level

Establishing real support in the chain of
command

Establishing real support in the chain of
concern

After-action (chain of command &
participant)

Creativity

Unit loyalty

Recognition and thank you's
Continuity of participants

Building continuity into the program

MORALE BOOSTERS FOR TROOPS

Welcome Home signs & Goodies
Valentines

Decorate Dayrooms

Family Day Displays
Organization Day

Super Suppers

Holiday parties

Snapshots, movies of parades
Video Tape reunions

Hotline for families (MARS)
Pre-Deployment briefings
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Right Arm Night
Commander serving in Mess line
Esprit Building

Chain of concern trees
New Baby Bundles
Telephone Tree

Secret Pals

Welcome Wagon

Easter & Christmas Parties
Adopt a good works project
Farewell gifts
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PROPOSED TOPICS FOR FAMILY READINESS TRAINING

stress management/ anger management
resume writing/job skills

interpersonal communications
protocol update

Post resources local/civilian resources
community programs

volunteerism & volunteer management
color analysis/makeovers

building unit cohesion/esprit

Money making ventures rules and
regulations

entertaining

Saving $$

Myers-Briggs type inventory
group process

group development

working in small groups

time management

budgeting ideas

problem solving

casualty office briefing

moving tips

tax tips

continuing education opportunities
setting up steering committees
Trauma/grief resolution

IG/JAG briefing

overcoming stage fright/public speaking
chaplain's briefing

values clarification

telephone techniques
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crisis intervention

dealing with difficult people
dealing/handling difficult situations
conflict resolution techniques

ideas for family time

ideas for marriage enrichment
medical programs briefings
TRICARE, (CHAMPUS)

ACS

RED CROSS

EFMP (Exceptional Family Member
Program)

"How to say thank you"
dealing with children’s' stress
Dealing with moving stress
situational leadership

party ideas

coffee program ideas
hospitality ideas

sponsorship program

morale boosting ideas

craft ideas

icebreaker ideas

leadership skills

breaking down stereotypes
publicity ideas

how-to-do after action reports
needs assessments and setting goals
"taking care of yourself"
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COLLECTIVE IDEAS FOR BRAINSTORMING SESSIONS

Hospitality
Money $ Raisers
Welcome packets
Attic Auctions
Children sponsorship
Bake (food) Sales
Welcome plant
Raffles

Welcome Tour
Pie throwing
Visits plans

Craft sales/shows
Newsletters
Transportation

Luau

Irish Wake for Birthdays

Chili Cook Off

Omelet Cook Off

Silent Auction

Theme Parties

White Elephant Gift Exchange
Ethnic Dinners

Bingo

Costume Party (e.g. Hobo night)
Game night

Potluck

0 Y Y O B

Meals

Unit picnic baskets
New Baby bundles
Index/data bio cards
Group picture
Coffee Programs
Etiquette Q & A
Commissary/PX
Gripe Night

2 Truths - One lie
Enrichment/Self help
Mental Health Night
Commander's/CSM/1SG Chat
Cookie Exchange

PARTY PLANNER

OOoOoooogoggogoo-™

Volksmarch

Secret Pal Party

Guess Who Party

Wine & Cheese Tasting
Share a craft
Show-N-Tell

Make-up demos
Wedding Album sharing
Recipe swaps

Couple's Coffees

Book Swap



SAMPLE
FAMILY INFORMATION SHEET

FAMILY INFORMATION SHEET
(FB Reg 608-1-1)

PRIVACY ACT STATEMENT

AUTHORITY: TITLE 10 USC SECTION 3012. PRINCIPAL PURPOSE(S): To assist the Rear Detachment Commander, Community and Family Services,
Financial Management and Emergency Assistance, and other personnel appointed to assist family members in the mission of providing care and assistance to
family members of soldiers who are required to be away from their home station. ROUTINE USES: To obtain information that can be passed on the Rear
Detachment Commander Community and Family Services, Financial Management and Emergency Assistance and other personnel appointed to assist family
members during the absence of the soldier. MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVIDING
INFORMATION: Voluntary. Failure to provide the required information could result in a delay in the providing of needed assistance to the individual's family

o
mCmocers.

1. NAME (LAST, FIRST MI) 2. GRADE 3. SSN 4. DUTY PHONE

5. UNIT/ACTIVITY 6. HOME OF RECORD (HOR) 6a. HOR PHONE
I I

7. LOCAL ADDRESS 7a. LOCAL PHONE 8. NEXT OF KIN (NOK)

8a. RELATIONSHIP OF NOK 8b. ADDRESS OF NOK 8c. NOK PHONE

9. FAMILY MEMBERS (If more space is needed, enter on reverse of form):
NAME RELATIONSHIP AGE GENDER

a.

b.

C.

d.

c.

10. Are there any physical or mental conditions in your family that require special attention or assistance
as a result of your absence? If so, state the problem and request assistance below

11. Does your spouse drive? (circle one) YES | NO 11 a. Will he/she have a car? YES NO

12. What pay options do you presently have in effect (i.e., check to bank, allotments, etc.)?
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13. Does your spouse have a power of attorney (POA)to act in your behalf?
(circle one) YES NO (specific POA or general POA)

14. Do you have a will? YES NO | 15. Does your spouse speak English? YES NO

16. What languages besides English does your spouse speak?

16a. Can he/she translate into English? YES NO

17. Do you want your next of kin to receive a copy of this sheet? YES NO

18. REMARKS (List any specific instructions that you would like the Assistance Officer to relay to your
family members):

19. SIGNATURE OF SOLDIER 19a. DATE
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Sample Chain-of-Concern

Contact Person

Family Members

Contact Person

Family
Family Readiness Family
Readiness Group Readiness
Group Company Group
Battalion Staff Representative Battalion Staff
Family Family
Readiness Readiness
Group Group
Company Company
Representative Representative
Contact Person Contact Person Contact Person Contact Person
Family Members Family Members Family Members Family Members

Family Members
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

DEPLOYMENT QUESTIONS

. HOW LONG WILL THE DEPLOYMENT LAST?

DO INEED A POWER OF ATTORNEY OR A WILL?

. HOW WILL I PAY MY BILLS IF THE DEPLOYMENT LASTS OVER A PAY DAY?

(CHECK TO BANK, JOINT CHECKING ACCOUNT, PAY PROBLEMS)

HOW DO I GET 4 NEW ID CARD IF MINE EXPIRES?

. WILL THE CLINICS STILL BE OPENED?

. HOW DO I GET MAIL TO MY SPOUSE?

WHAT UNIT IS MY SPOUSE IN?.

I DONT DRIVE, HOW DO. I GET TO POST, CONMESSARY, CLINIC, ETC.?
WHO IS IN MY CHAIN OF CONCERN?

WHAT IS THE FAMILY RESOURCE CENTER, & HOW DO I USE IT?

HOW DO I RECEIVE THE RED LINE MESSAGES?

WHO CAN I CALL FOR HELP?

HOW DO ISTAY SAFE ON OR OFF POST?

WHO IS THE REAR DETACHMENT COMMANDER?

WILL THE SINGLE SOLDIERS' FAMILIES BE CONTACTED BY THE UNIT?
HOW WILL I BE NOTIFIED IF MY SPOUSE IS A CASUALTY?
CANITALK TO THE NEWS MEDIA?

I NEED EMERGENCY FUNDS, WHO CAN HELP ME?

I HAVE NO FOOD IN THE HOUSE & NO MONEY, WHAT CAN I DO?

AM I ENROLLED IN DEERS?
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FAMILY READINESS GROUP INFORMATION SHEET

(PLEASE FILL IN THE APPLICABLE AREAS)

Sponsors Name Grade Birthday

Spouse's Name Birthday Anniversary

Home Address Home Phone

Duty Address Duty Phone

Spouse's Place Of Employment Work Phone

DATE ARRIVED AT UNIT DEROS

Children Age Birthdate
Please list any family members with special needs.

Do you have a driver's license? Do you have transportation available if your spouse is away?

What foreign languages can you speak?

What language do you speak in your home?

Other than your spouse, who would you notify in an emergency?

Name Relationship

Phone Address

What is the best time to call you?

What are your special needs, interests?

What topics would you like to discuss or hear about at a Family Readiness Group?

Could you help with any of the following? Driving Baking

Activities Telephoning Baby-Sitting

Fund Raising Newsletter Planning
PRIVACY ACT STATEMENT

Authority, 10 USC Section 3010
Principal purpose. Information will be used to provide Support, outreach and information to family members
Routine uses. None Mandatory or Voluntary Disclosure Voluntary
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These family information sheets can be used in a variety of ways. One thing to consider
is color-coding the edges of the sheet. For example, if you have a family member who may be in
need of special assistance (medical) when the military sponsor is gone, you might take a yellow
highlighter and make a stripe on the right edge of the paper. A blue stripe might denote a
language interpreter is necessary; a pink stripe might denote that the family lives apart from the
sponsor. This makes it easy to identify any potential 'hotspots' during a deployment.
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(Sample)

VOLUNTEER TELEPHONE REIMBURSEMENT FORM
FOR SUPPORT OF USA FAMILY PROGRAMS

NAME:

(prepared by volunteer)

ADDRESS:

COPY OF TELEPHONE BILL MUST BE ATTACHED FOR REIMBURSEMENT

PERSON CALLED: DATE
SUBJECT /PURPOSE:

TELEPHONE NUMBER: AMOUNT:
PERSON CALLED: DATE
SUBJECT /PURPOSE:

TELEPHONE NUMBER: AMOUNT:
PERSON CALLED: DATE
SUBJECT /PURPOSE:

TELEPHONE NUMBER: AMOUNT:
PERSON CALLED: DATE
SUBJECT /PURPOSE:

TELEPHONE NUMBER: AMOUNT:
PERSON CALLED: DATE
SUBJECT /PURPOSE:

TELEPHONE NUMBER: AMOUNT:
PERSON CALLED: DATE
SUBJECT /PURPOSE:

TELEPHONE NUMBER: AMOUNT:

TOTAL REIMBURSEMENT REQUESTED: $

APPROVED BY (NAME, RANK, TITLE)

RECEIVED §

DATE:
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FRG/COFFEE Planning Checklist

DATE: TIME:

LOCATION:

HOSTESS GROUP/PERSONS:

TYPE OF MEETING: PROGAM:

Speaker:

Speaker's Background:

Special Guests:

“Did I remember to ?”

1. Advertise: Dragon TV
Newsletter
"Call Out"
2. Refreshments: Who?:
What?:
3. Raffle Gift? WHO? WHAT?

4. Minutes to Hand out : Copies Made? Yes No

5. Information Unit News

Upcoming Dates/Events (e.g. Briefings, Parties, next FRG mtg.)

Personal (Birthdays, Babies, Hails & Farewells)

Company info

Battalion info

Brigade info

Division info

Post info

6. SMONEY MATTERSS Treasurer Report

Dues Collections

7. Flyers and Discussion Ideas
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FRG QUARTERLY FINANCIAL STATEMENT

Compan

Months:

to

19

Month

Month

Month

Quarter

Starting
Balance

Starting
Balance

Starting
Balance

Ending
Balance

Battalion

HHC

Alpha

Brave

Charlie

Delta

Signatures:

FRG President:
Treasurer:
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(Sample)

Family Readiness Groups

PURPOSE: Provide an efficient system to keep the spouses informed about what the unit is doing,
what agencies are available to help families, and provide a few social events to facilitate
communication between spouses.

CONCEPT OF THE OPERATION: The FRG is the Commanders Program that enhances readiness
by providing a caring and concerned environment for the families during both garrison and deployed
operations. The BN FRG Council usually meets once a month and includes the FRG President, Sec.,
Treasurer, each company rep, the military advisor (usually the Adjutant) and anyone else that wants to
come. The normal FRG program for garrison is one designed to maintain some minimum level of
contact to facilitate gearing up to a Deployment FRG. Should the unit deploy the Deployment FRG
will gear up to a full time operation for disseminating information to spouses and families on the real
world deployment.

Benefits of a strong FRG: (Why a good FRG is a combat multiplier)

Deployed soldiers worry less about the care and condition of their families.

Spouses don't have to rely on their deployed spouses as much.

Spouses are more independent for both when husbands work long hours and when they deploy.
Spouses have other spouses to call rather than the chain of command or rear detachment.
Spouses get correct information rather than relying on rumors.

Pass on REDLINE MESSAGES.

What does a strong FRG look like?

Co. CDRs, 1SGs, Rear Detachment NCO's, FRG Volunteer Reps and spouses are involved.

New spouses are welcomed within a week, added to the phone roster immediately.

Spouses are invited to the soldiers PDA newcomers in-brief.

Systematically phone rosters are updated monthly. (Who in the company is responsible for this?)

Phone rosters are properly distributed to all families, BN ADJ, and FRG President.

Phone rosters are tested at least quarterly.

Company FRG Council meetings are held whenever the council would like, usually monthly.

The company holds its’ own fund raisers and events. Single soldier events are mixed in.

The company encourages support to battalion events both to attend and to work the event.

The articles and mailing labels for the BN FRG letter are submitted to the S1 monthly.

. Events are well advertised, fun, and timed for maximum participation. Quality events.

Nametags are used at all events to ease the new people into the group.

. The rear detachment NCO is at the company FRG meetings.

The job descriptions and training are given to the FRG Rep and Key Callers.

. The Key Callers are recognized in some manner to make them feel special. (i.e. Key Caller
Party)

. The FRG sends 'care packages' to the soldiers (single ones too) when at JRTC, JOTC and NTC.
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Other Considerations :

1.

The BN FRG Council can vote to change anything and everything as long as they stay within the
commander’s guidance.

The FRG roster should be in database to make updating and label making efficient. The best
database system has the family data (i.e., children's gender, ages, spouses’ ability to drive, is
English spoken as a second language, etc.) for party planning and deployment use.

3. Volunteers are treated correctly so they continue to volunteer. Their calls are returned promptly.

Since companies are the usual element to deploy most of the events should be company level to
maximize the contact between company spouses. Smaller groups make for a more successful
events.

. The Battalion sponsors the Halloween Party due to the effort for the Spook House. Companies

hold their own Easter and Christmas parties. This is will form a tighter group at the company
level.

The BN FRG council discusses ways to raise money. Large events such as BN Fun Jumps and
All American Week are BN FRG coordinated with the profits divided based on BN FRG
agreement.

Who approves the release of REDLINE MESSAGES and what is the system to confirm
everyone has gotten the message?

(Ans: The Commander or First Sgt. releases REDLINE MESSAGES and the key callers must
call the FRG Rep with the results of the calls. Redline messages should be passed word for
word.)

Single soldiers next-of-kin should be in the FRG Database for newsletters and for when the unit
deploys so the family can get the latest information. And single soldiers should be targeted
during Christmas and Thanksgiving. (Adopt a soldier programs.) The commander has an
air-tight system for his FRG rep to get the new spouses phone number as soon as the soldier
signs in so the company FRG can call and welcome the new spouses.

06/03/97 FRGmasterplan.doc
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Communication and Conflict
Resolution

In this section, some very basic information about communication and conflict
resolution is provided. Place any additional material you find helpful on the subject
here and for more information, consider these references:

Coping with Difficult People by Robert M Bramson
Coping with Difficult People ... In Business and in Life by Robert M. Bramson
If I’'m in Charge Here, Why Is Everybody Laughing? By David Campbell
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Communication and Conflict Resolution

Good communication is essential in all aspects of a healthy unit. Keeping an open line of
communication with all the spouses in your unit shows that you care and that you want to keep them
informed.

The spouses’ communication channels closely parallel the military chain of command. You will
receive information from your next senior spouse/representative and this is passed to the company
level spouse/representatives to be disseminated to all the spouses in the unit. Being a reliable source
of good information is important at all levels and builds trust and confidence within the family
Readiness group (FRG). Information must flow up and down the spouses chain, so be sure and keep
your next senior spouse/representative informed about activities in your unit and problems which may
affect the larger unit.

Communication can be accomplished through personal contact, written communication and group
activities or meetings.

PERSONAL CONTACT

e sponsorship prior to arrival
phone calls (social and telephone tree)
home or hospital visits
welcoming to or farewells from the unit
cards or gifts

NOTE: If you decide to send cards for special occasions, make sure you do not leave anyone out as
this can create bad feelings. You should also decide if you will give gifts for new babies,
weddings, etc. It is best if the gifts are the same or similar for everyone and you are consistent.
Take time to calculate the time and money involved in giving to everyone before you start a
“tradition” to be sure you can continue it throughout command.

WRITTEN COMMUNICATION
e company/battalion newsletter
telephone tree
rosters
formal welcome letters from the commander and spouse/representative
unit activities calendar
an information bulletin board
welcome packets
after action reports

It is important that new spouses feel welcome and connected to the unit from the beginning. Providing
information helps them get settled and lets those who have been in the unit for a while know you want
to keep them informed regardless of their level of participation.
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GROUP MEETINGS OR ACTIVITIES

spouse gatherings/coffees

unit parties, picnics
organizational days

unit ball

deployment briefings
fund-raisers

volunteer recognition ceremonies

These activities give unit members, spouses and families a chance to have fun and bond. Remember
to balance activities to include single soldiers, couples and families with children.

Helpful Hints

Carry emergency-type telephone numbers with you so you can have immediate access to them.
For example, unit telephone tree, unit duty numbers and medical resource numbers.

Ask people to keep you informed to help avoid surprises. When you are surprised, try to figure out
a way to keep it from occurring again.

You don’t have to be a walking encyclopedia. You can always get back to someone with an
answer to their question.

If you can’t attend every meeting that you normally would, send someone in your place, if
appropriate, or ask another attendee ahead of time to get copies of information and provide you
with other notes as needed.

Don’t feel like you must give out every bit of information you are given. Overloading people with
papers to read or telling them laundry lists of information is not effective communication.
Consolidate and pick and choose what you believe is most relevant to your group.

It is extremely helpful to keep detailed records of major unit activities. It makes it much easier to
organize succeeding events. Ask the chairperson of the event to write information on who, what,
when, where, expenses, problems and frustrations and recommendation and make at least two
copies, one for you and one for the next leader spouse/representative.
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Management of Group Meetings

Good meetings do not just happen; they are planned. To have an effective meeting you need to
prepare ahead of time, know how to manage the meeting and follow up with results. Whether you
are leading a decorating committee, planning a unit function or helping to put together a major unit
briefing, these guideline should be helpful.

Before a Meeting

e Seta purpose

¢ Plan the order of events and set time limits

e Write a specific agenda

e Let others know ahead of time if you will be asking them for information (i.e. treasurer)
e Invite experts to present important technical issues such as health care, legal matters, etc.
e Be early and be prepared

During the Meeting

e Begin and end on time

e Make introductory remarks - welcome, introductions, goals, etc.
e Ask for additions to the agenda

e Keep written records of discussion and action taken

e Handle distractions carefully - try to stay on task

e Assign tasks with deadlines

e Set next meeting date, time and agenda if necessary or possible

After the Meeting

e Reflect on positives and negatives and make changes appropriately

e Do follow-up work as necessary and be available to others for questions

e Encourage completion of tasks

e Address unfinished business

e Provide written record of meeting to participants or those absent if necessary
e Write after action report on major events
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Conflict Resolution

As a leader’s spouse/representative you may encounter situations where interpersonal

conflict is present between yourself and another or among other spouses. Although unsettling,
conflict is a probability wherever there is human interaction. There is a tendency to look at conflict
as something to be avoided or ignored, but successful resolution can be productive and lead to
closer personal relationships, increased understanding and a higher level of shared enthusiasm for
group activities.

When conflict occurs, you have a five choice response model. You can Avoid, Accommodate,

Compete, Compromise or Collaborate.

1.

AVOID — Simply avoid the other person or the issue. This works if the person is someone
you don’t associate with very often or the issue is not that important to you. Maybe you
know that the issue will be decided by someone else shortly or is a moot point due to other
factors. For example, a wife may be upset at what your husband is asking her husband to do in
the unit. You might use avoidance because you recognize it is not your place to address an
issue like this. But is she still ‘in your face’? You can validate her feelings by saying “You
sound frustrated and I’'m glad your husband has you to talk to. He may want to speak to his
chain of command if he has concerns.” Note that validating someone’s feelings does not mean
that you are directly addressing or fixing the problem!

ACCOMMODATE — “Keep the peace.” This is effective when the relationship is more
important than the conflict. For example, your husband’s family is coming to the change of
command and he wants to take them all out to dinner. You prefer to avoid the expense and fix
dinner at home. You give in. Or, someone wants to bring food to the FRG meeting because
you are starting earlier than usual. You don’t want to start this as a routine practice in the
group, but might say “ Although we don’t normally have snacks, tonight is an exception as we
are starting earlier than usual. It might be a nice treat for a change.” (Be sure and let them
organize it!)

COMPETE - In this instance a person uses force or authority to end the conflict. “Because
I’m the Mom, that’s why!” is a common form of this method. This is especially effective in a
crisis situation, such as a trauma in the unit. You may have a great lady in your company call
with the idea to begin meals to the family. You say, “ I can understand everyone’s desire to
help out as soon as possible. Your thoughtfulness is greatly appreciated, but we need to wait
until we have further information from the commander or the chaplain in order to respond to the
specific needs of the family. I’ll call you as soon as we have more information.” There won’t
be many times in an FRG where competing would be appropriate because you are dealing with
volunteers. Saying, “Because I’'m the commander’s wife, that’s why!” will create more
conflict! However, sometimes this is the only stand to take. In this case, be unemotional and
clear — “Joyce, your lack of support and your aggression are creating problems that we cannot
cope with at this time. If you cannot be part of the team effort in a more positive way, we will
have to refrain from inviting you to the planning meetings.”
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4. COMPROMISE — This requires both sides to gain a little and lose a little. For example,
during an FRG meeting the group develops a great idea for the December FRG meeting —
making a holiday centerpiece. They estimate the cost at $20.00/person. You realize that many
people won’t show due to that high cost, so the group decides to do a smaller design for about
half the price. OR! You want the beach and your husband wants to visit his family. You
extract a compromise: you agree to the visit with his family now and at Christmastime he’ll take
you to the beach.

5. COLLABORATE - Both sides find creative solutions for a win-win situation. This is more
time consuming and not always possible to achieve, but is frequently desirable. For example,
your group is planning welcome home activities for soldiers returning from a deployment. (Full
potluck dinner for hungry troops vs. brownies and cupcakes for the troops who want to get
home!) Two groups have great ideas, which they feel strongly about. You can suggest that
everyone sit down and share their ideas and incorporate them into one great welcome home

event. (Perhaps pre-wrapped cold-cut sandwiches and sodas in a lunch sack would work for
both sides!)

Your ability to handle conflict has a direct impact on the group’s confidence in your
leadership skills. Even though it may be more comfortable for your personality or leadership
style to adopt a “wait and see” attitude, it may not be what is best for the good of the group.

REMEMBER!

e Confrontation need not be ugly. It is simply problem solving!

e Conflict can often be avoided if clear, specific guidelines for behavior and/or performance
standards are stated.

e By the same token, conflict may be resolved by establishing, and/or redefining guidelines.

CONFRONTING AN ANTAGONIST

Choosing to confront an antagonist in a group is frequently a balancing act. The reality is
that the adversary plays an important role in the group process. Sometimes this person acts as a
‘devil’s advocate’ and helps or forces the group to look for a better solution or idea. Perhaps this
person is actually giving the group the opportunity to clarify its’ position. From this perspective,
you can learn to appreciate the ‘thorn in your side’, and even welcome their input.

When the antagonist becomes a liability to the group, it’s time to take action. We all need to
lament first; “Why me? Why now? How much longer will they be in this group? Then,
objectively look at the situation.

Ask:

© Is this person fulfilling a role in our group that ends up making us all think and clarify, making
ourselves more sure of ourselves in the end?

© Are we able to still function as a productive group and have a good feeling about being
together?

© Can we collectively overlook the difficult person and still operate cohesively?
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© Can we still like them/forgive them for being troublesome?
VS:

Is the group fed up with the attitude/performance of this person?

Are we all walking away shaking our heads and venting at home?

Is there a lot of talk in the parking lot about the person’s behavior?

Is it affecting the cohesiveness of the group?

Do people avoid or resent getting together if this person is present?

Are there instances where feelings are being hurt, or gossip is being spread by or about the
adversary?

Is it affecting morale?

Are they a detriment to the group?

Are they a liability?

Are they just plain nasty?

Are they taking more energy from the group than they are putting into the group?

B D P D D P
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Evaluate carefully. Then consider your options. Many of us would prefer to adapt a “wait and
see’ attitude, trusting that the group process can/will redirect the problems and they will be resolved
on their own accord. Group dynamics can be a wonderful thing! Members tend to monitor each
others’ behaviors and reactions, creating a code of conduct that is learned and reinforced. This can
be the best option, especially when the group is still in the growing/forming stage. However, a
word of caution is necessary.

The “peace” you achieve in adopting a “wait and see” attitude must be weighed
against the perception and faith your group members have in you as a leader, along
with the morale and productivity of the group.

As the leader, your obligation includes maintaining a comfortable environment in which
members are able to perform their roles unencumbered by constant discord, unmolested by other
group members.

Is it time to confront? Most of us loath this part, and in fact have spent a lifetime avoiding
confrontation. This has led to the misconception that confrontation is always aggressive, always
ugly, and only to be used as a last resort. In fact, confronting an issue can be relatively easy, and
extremely productive, but like most leadership skills needs to be learned and practiced.

We’ve all met the kind of person who can tell us that we are the lowest amoebae on earth,
and we walk away saying ‘thank you’ and feeling wonderful. This is a skill that can be perfected!
We’ve also met the confrontational type whom can hardly open their mouth without being resented
- WE CAN AVOID THAT!
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The True Face Off: Confronting

A confrontation is the direct expression of one’s view (thoughts and feelings) of the conflict
situation and an invitation for the other party to express her or his views of the conflict.
Confrontation is simply a process of bringing an unacceptable behavior to someone’s attention so
the behavior can be changed.

Determine whether it’s worth it to confront. Consider:

* The relationship’s nature. The greater its importance, the more meaningful the confrontation.
(Can you gain, lose, or maintain a friend through this? Do you care?)

» The issues’ nature. The more significant the issues, the greater the potential benefit from
confrontation. (Is this really important? Will it matter in years?)

» The ability of the other party to act on the issue. If the anxiety level is high or
motivation/ability to change is low, confrontation will likely fail. (Will confronting solve
anything? Will it stress one of us out? Will the other person care enough to make a change? Is
the other person able to act differently?)

There are specific guidelines that enhance your chance at success when confronting. These can be
found in your notes. These guidelines include:

» Establishing contact and rapport

» Confronting when there is sufficient time to share views about the conflict.

» Confronting in a “neutral” place.

» Identifying the issue in question. Staying specific to the issue. Communicating openly and
directly your perceptions of, and feelings about, the issues in the conflict.

» Focusing your concerns on the issues and the other party’s behavior, not on the other party’s
character or personality.

* Comprehending as completely as possible the other person’s views of, and feelings about, the
conflict.

* Valuing disagreement. It gives an opportunity to work through that disagreement.

* Requesting and negotiating changes in behavior rather than demanding them.

» Inviting the other person to confront you about your behavior. Reciprocal confrontations can
balance power in the situation and lead to higher quality conflict management efforts.

Don’t preach to or interpret for the other person. Share your interpretations while inviting a
collaborative approach to improving the situation.

Be timely!

This can require courage and tact, but it need not be hurtful or ugly. It is simply problem solving.
If you waver over the need to confront, remember that your intent is to improve group dynamics

— and once the confrontation is over, the group will be able to progress!

Tips for getting started are included in your handouts. Some of these tips include:
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Starting that first sentence! This can be the hardest. Try saying:

“There’s a perception that you’re unhappy with... (the way the group is run, the project we’re
doing) and I’'m concerned that the group...( isn’t fitting your needs, is being impacted in a
negative way.)”

Do we have some fence mending to do? I’ve noticed (that you take issue with many of my
suggestions, that you don’t seem to support me/group, etc.)”

I’ve noticed that (in the group) you’ve appeared (identify the behavior) — i.e. bored, hostile,
distracted, angry, disruptive) and I’m concerned about the impact on the group. Am I missing
something or am I reading you right?”

I can tell that we disagree on this subject. I believe we can work together and find a solution in
which we can both be winners — (when shall we discuss this? Or What do you see as a like
solution?)”

Use personal statements or “I” messages. “I am concerned about”, “I am confused by”, “My
worry is”, “I am frustrated by” are all personal statements.

Use relationship statements. These are “I” messages about some aspect of the relationship. “I
appreciate your consulting with me on . . .” is a relationship statement.

Understand and interpret. Use questions for clarifying and paraphrasing to check understanding before indicating

Provide and invite concrete feedback.

To summarize, confrontation involves:

Describing behavior and one’s reactions to that behavior.

Clarifying and exploring issues in the conflict (substantive, relational, procedural).
The nature and strength of the parties’ interests, needs, and concerns.

Disclosure of relevant feelings.

Again, dealing with conflict may not always be easy, but as a leader your obligation includes

maintaining a comfortable environment in which members can perform their own roles without
constant discord. Clarify the problems and work on one issue at a time — remember to focus on the
problem(s) as opposed to the personality(ies).
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When Dealing with Conflict ...

Weigh Your Options

Defines
WHO WE ARE

SOLVINS

Needs of the group
CONFLICT*GrOUP Morale Encourages
+The group’s faith/trust/ APPRECIATION

me as a leader OF OTHERS

4

2

ve
il with

Creates
CHANGE

Communication - 11



TYPES OF CALLS AND SUGGESTED WAYS OF HANDLING THEM

INFORMATION CALLS: Keep your information current and accurate. Giving outdated
information can create many problems. Ifthe information the caller is looking for is riot available
to you, then you should seek out this information. Maintain a notebook of all resources,
announcements, and information relating to Army families. The military and civilian committees
offer many services and you should be constantly gathering information concerning them.

SOCIAL CALLS: You should limit the length of this type call., Everyone needs someone to talk to
occasionally. Loneliness is something all Army spouses face, and talking with someone helps. Be
careful with these calls, as you have other obligations that require your time.

PROBLEM CALLS: Record all pertinent information on the worksheet. Ensure that you follow up
on all calls, even if it is to check that everything is all right.

CRISIS CALLS: The handling of this type call can be a delicate situation. What determines a
crisis? Since we are not trained as counselors, we have to rely on our sound judgment. How do you
recognize if the crisis is genuine? This can be determined by listening and answering questions.
Don't give a quick answer, but think about it first. If you are in doubt about what to do, don't
hesitate to contact someone in your command for assistance. Do not try to handle a situation that
you are not sure of. Four guidelines to help deal with such calls —

1. Give them alternatives to choose from

2. Help them to help themselves

3. Be positive

4. Stay objective but responsive to their problems.

Your availability for calls from families within the command is important and required in order to
have a successful Family Readiness Group. Remaining available will also ensure that you are a
visible part of the command.

UNNECESSARY CALLS: If you think that a caller is talking just to gossip or seems to be passing
on unfounded rumors, remind the caller that you are not interested in this type of call. State that if
the rumor was true, you would have been notified through command channels.

CHRONIC CALLS: Chronic callers may often have underlying problems that Pay best be helped
by referral to professionals. You should use tact and diplomacy with chronic callers.

To avoid burnout, recognize when you are overextending yourself and don't allow people to exploit
you. Encourage those who will call for FRG business or information only during certain hours.
Encourage the command to appoint others to assist you with the load. Identify and use helpful
people within the command. Remain alert and consistent and try to accomplish everything in a
professional manner. Realize that you are not all things to all people. Family Readiness Volunteers
are not convenience baby-sitters, community taxi service, financial institutions or miracle workers.
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NAME:

SAMPLE

504 Family Readiness Group

Last

DATE OF BIRTH:

SPOUSE'S NAME:

CHILDREN:

First

ANNIVERSARY

HOME ADDRESS:

HOME PHONE:

CONVERSATION NOTES:

WORK PHONE:
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10.

THE TEN COMMANDMENTS
OF HOW TO GET ALONG WITH PEOPLE.

. Keep skid chains on your tongue. Always say less than you think. Cultivate a low

persuasive voice. How you say it often counts more than what you say.

. Make promises sparingly and keep them faithfully, no matter what the cost.

. Never let an opportunity pass to say d kind and encouraging word to or about somebody:

Praise good work, regardless of who did it.

Be interested in others; their pursuits, their work, their homes and their families. Make
merry with those who rejoice; with those who weep, mourn. Let everyone you meet
however humble, feel that you regard him/her as a person of importance.

. Be cheerful -- Don’t burden or depress those around you by dwelling on your aches and

pains and small disappointments. Remember, everyone is carrying some kind of burden.

. Keep an open mind. Discuss but don't argue. It is a mark of a superior mind to be able to

disagree without being disagreeable.

. Let your virtues, if you have any, speak for themselves. Refuse to talk about the vices of

others. Discourage gossip. It is a waste of time and can be destructive and hurtful.

Take into consideration the feelings of others. Wit and humor at the expense of another is
never worth the pain that may be inflicted.

. Pay no attention to ill-natured remarks about you. Remember, the person who carried the

message may not be the most accurate reporter in the world. Simply live so that nobody
will believe him/her. Disordered nerves and bad digestion are a common cause of
back-biting.

Don't be anxious about the credit due you. Do your best and be patient. Forget about
yourself and let others remember. Success is much sweeter that way.
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OPERATION: HALLEY'S COMET

A COLONEL issued the following directive to his executive office:

"Tomorrow evening at approximately 2000 hours Halley's comet will be visible to this area, an event
which occurs only once every 75 years. Have the soldiers fall out in the battalion area in fatigues, and
I will explain this rare phenomenon to them. In case of rain, we will not be able to see anything, so
assemble the troops in the theater and I will show them films of it."

EXECUTIVE OFFICER to company commander:

"By order of the colonel, tomorrow at 2000 hours, Halley's Comet will appear above the battalion
area. If it rains, fall the soldiers out in fatigues. Then march to the theater where the rare phenomenon
will take place, something which occurs only once every 75 years."

COMPANY COMMANDER to lieutenant:

"By order of the colonel in fatigues at 2000 hours tomorrow evening, the phenomenal Halley's Comet
will appear in the theater. In case of rain in the battalion area, the colonel will give another order,
something which occurs once every 75 years.

LIEUTENANT to sergeant:

Tomorrow at 2000 hours, the colonel will appear in the theater with Halley's comet, something that
happens every 75 years. If it rains, the colonel will order the comet into the battalion area."

SERGEANT to squad:

"When it rains tomorrow at 2000 hours, the phenomenal 75-year old General Halley, accompanied by
the colonel, will drive his Comet through the battalion area theater in fatigues."
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Coping With Trauma

In this section, basic material regarding the difficult process of coping with trauma
within your unit has been provided. This material is not universally applicable, nor is it
comprehensive, as hundreds of books and articles have been written on this subject.
Place any materials you have found helpful in this section and for additional
information, consider the following reference:

Death And Dying by Dr. Elisabeth Kubler-Ross
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Coping with Trauma

In the family life of a unit, death is a real possibility. Loss is a continuing reality to military families.
Dealing with trauma requires special reflection. There are various types of trauma (divorce,
miscarriages, death), and each one is difficult for the individuals involved. Realize that discomfort
and awkwardness occur for all concerned. People who want to help may feel guilty because they
haven’t suffered this particular tragedy; value and belief systems may clash; or they simply may not
know what to say or do.

In the event of the death of a service member, the military handles all the casualty assistance
requirements. A survival assistance officer (SAO) will be assigned to assist the survivors with
claiming benefits, insurance and other important matters. Though you have no official responsibility,
you may want to be prepared to provide support if the chain of command requests your assistance.

You can take care of Family Readiness issues. Sometimes you need to inquire discreetly (close family
friend, chaplain) about these items and not bother the grieving family. At other times you need to
involve them in the decision making process. Some areas where assistance may be needed are:

1. Household-related:

e Are bills due (rent, utilities, car payment)?

e Will gifts of food be needed ?

e Are there any dietary restrictions?

e Are there pets needing care (boarding, walking)?
2. Children:

e What are their ages?

e [s baby-sitting assistance needed?

e Are there any medical problems?

3. Family and Friends:
e Do they want to see anyone or prefer to be left alone?
e Are there friends nearby who can be contacted?
e Does everyone speak and understand English?

4. Outside the Unit:
e Does the spouse have an employer who needs to be contacted?
e Are their other groups (employer, church, sports team, spouses’ club) that the family may
receive support from?
e Are there appointments to be canceled?
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5. Special arrangement for funerals:
e Should people send flowers or donate money to a fund?

Does the family need help in preparing clothes for the service?

Is there a special request that the unit can fulfill?

Will children need care during the service?

Are there transportation or lodging needs for out of town family?

Will there be a gathering after the service? Do arrangements need to be made for a place or

food, etc.?

e Have arrangements been made for someone to house sit during the service? Always a
good idea as houses may be targeted for burglary during the hours of the service which are
normally printed in the newspaper.

How can people show they care:
e provide meals (use disposable containers if at all possible!)
send a note, card, book or poem
offer to do chores, run errands or meet any of the needs discussed above
give a plant or flowers
provide names of those who have similar losses
attend any service which is open to them
provide lawn care, wash car
screen phone calls or make phone calls for the family
call

If the family remains in the area, they will need continued support for weeks and months, so consider:
e calling periodically
e inviting the spouse to lunch or the family to dinner
¢ include them in activities such as a night at the movies, if appropriate
e encourage others to keep in touch

If the family leaves the area, the may need assistance with moving and may appreciate
your continued support as they transition to a new life.

If the loss of a service member occurs in another company, battalion or brigade, do not hesitate to call
the commander’s spouse/rep to offer comfort, support and assistance as a representative of your unit.

When the loss involves a child or spouse, the shock to the unit can be overwhelming. Though the unit
holds no official responsibility, sometimes memorial services are held to give members of the unit and
their families the opportunity to express their grief and show support to the family. Communication
with the grieving family is essential and the same support should be offered as has been described
above. You may need to use the unit phone tree to keep unit families informed.

Dealing with miscarriages can be a delicate matter requiring sensitivity and sympathy. You should
check with the family before coordinating any support as people respond to loss in different ways. If
acceptable to the family, you may consider organizing a meal or going by for a visit. A phone call,
personal note or card would be appropriate gestures. These circumstances do not require use of the
telephone tree, but may be appropriate depending on the wishes of the family.
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When you become aware of a separation or divorce it is important not to take sides in the situation.
Offer support when possible, but do not offer advise. Smiles, hugs and kind gestures may be the only
support you can extend. Do not discuss details with other spouses in the unit and try to help minimize
gossip. This is a tremendous trauma to the family and there is little you can do.

Use your chaplain as a valuable resource during trauma in the unit. He brings unique spiritual
resources to soldiers and their families facing loss and grief. He is a great coordinator of helping
agencies on post, acts as a key member of your “crisis team”, can assist with notification, conduct
memorial or funeral services, serve as a point of contact between the unit and family and offer ongoing
pastoral care and counseling.

Helpful Hints

e The extent of your involvement with the family depends on your personal relationship with them.
Be supportive and sincere in your efforts. Being the commander’s spouse doesn’t mean you have
to spend all your time with the family. If there are other closer friends who would like to be
involved, offer support as needed.

e When there is a tragedy, you may feel as though you have to be doing something all the time.
Often just being there and being a good listener is what the family needs.

e Do not forget to pace yourself and encourage others to contribute; otherwise, you may find
yourself physically and mentally drained.

Frustrations

e Be aware that at times like these people may criticize you for doing the wrong thing or doing too
much or too little. Remember, though some may not have experienced the loss, they are affected
by it just the same. Let them vent their anger and grief and although it isn’t easy, you should try to
remain calm, considerate and caring to everyone.

e You may need to consider the possibility that the widow may want to continue participating in
your group. Understand that this can be a delicate and highly charges situation for both you and
the group.

Implications
You may see may benefits by being a caring spouse and helping in whatever way you can in a trauma

situation. The unit as a family will grow as members see your concern for others in difficult
situations.
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GRIEVING

Grieving a major loss will normally be a long and difficult process. No one is expected to quickly feel
better, or to make necessary readjustments within any specific time frame.

Normal grief involves weeping, anger, guilt, decreased level of psychological functioning.
The following pre-existing risk factors can complicate the grieving process:

- Multiple losses (physical and psychological

- Totally unexpected bereavement (sudden death)

- Pre-existing social problems (marital, family, etc.)
- Lack of social support

- Pre-morbid mental health status

Individuals with these risk factors may need more extensive 4 clinical intervention.
WHAT HELPERS MUST KEEP IN MIND:

USUALLY, IT IS BEST NOT TO STOP ANY TEARS. Your first impulse might be to get the person
to stop crying and regain composure. Instead, get the person a tissue and allow time for a good
cleansing cry. It is okay to cry (if you need to) with the person after hearing about her/his pain.

GIVING A HUG MAY HELP. Touching has long been part of comforting. Sometimes it is
appropriate. Judge for yourself if holding someone's hand, patting someone on the back, or giving a
hug fits the situation and your personal style. If touching does not fit your style, do not do it. It will
feel unnatural.

LEARN TO RECOGNIZE AND LEARN YOUR OWN LIMITATIONS. We all have different
tolerance for the events we encounter in life. Some issues might be particularly painful for you
(possibly due to an unresolved loss of your own). Sometimes it is best to stay away from situations
that are too emotionally charged to allow you to handle them effectively.

HOPELESSNESS or HELPLESSNESS. Some problems will not have simple and easy solutions. Be
careful not to become overwhelmed.

CPT ROWE/432-6915
DIVISION MENTAL HEALTH SERVICE
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Crisis Tips

Don't let families isolate themselves. They won't want to be a burden or bother.

Don't think someone else will do it. Chances are they're thinking the same thing.

Don't think you’re not qualified ... everyone is qualified to be a friend.

Don't avoid them because you're uncomfortable.. just express love and concern.

Don't try to solve their crisis. There may not be a solution. Just walk with them through their situation.
Get your spouses involved. Don't let them delegate these uncomfortable situations to you or others.

Do things for the children their parents can't do. Take them swimming, shopping, to the park... Don't
forget the spouse; he or she will need a break too!

Don't over extend yourself There are plenty of people willing to help... let them!
Don't take total responsibility.. let others share the burdens and the blessings.

Activate the FRG... prepare meals, clean, baby-sit, visit, entertain, do what ever you can to
help. This is where many people can express love.

Do what you can, not what you think is expected. We all have strengths and weaknesses. Know yours
and focus on your strengths. Other's strengths will compensate your weaknesses.

Above all else -- Love Your People!
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Army Family Team Building

The AFTB Program is based on a highly successful Army-wide, sequential training program. It
addresses military lifestyle, mission and volunteer leadership and is designed to prepare all members
of the Total Force to better cope with the challenges of military life. The program was conceived and
created by spouses for spouses. AFTB is an in-depth set of training courses ranging from Acronyms
and Military customs to Leadership and Motivation Techniques. It is now taught to all military and
DoD spouses who wish to attend the classes, all members of the U.S. Army Total Force, Active,
Reserve, and National Guard, receive this training from Basic to the War College, and all Department
of the Army Civilians. The AFTB web site can be found at
http://trol.redstone.army.mil/mwr/aftb/index.html.

The AFTB program has three purposes:

1. To improve overall readiness of the force by teaching and promoting personal and family
readiness through progressive and sequential education.

2. To assist the Total Force in adapting to a changing world (drawdown, reduced resources,
increased deployments, OOTW, etc.).

3. To share the Family Readiness issues learned from deployments throughout the world.

Specialized courses are taught by volunteer trainers and instructors. These courses follow the same
content regardless if you are in Camp Casey, Korea, the Pentagon, or SHAPE, Belgium.

AFTB prepares spouses with life skills so often only available through college courses. AFTB teaches
not only the management and team techniques for becoming leaders, but also “how-tos” in adapting to
change, developing presentations and many other valuable lessons for team cohesiveness.

AFTB is applicable to every military, DoD, and State Department spouse. AFTB is not just about
standardizing family preparedness. It is about the new military life and how all of us can be ready for
it.

Because AFTB was designed to build on experience within the military lifestyle rather than a
sponsor’s rank, age, or education of the student, its courses are grouped according to the experiences
needed to “survive” and be contributing members of the military community at different “stages” of
military life. The courses are sequential (see numbering of courses in Contents), with scripted lesson
plans designed to assure standardization throughout the Army family.

Level I was designed for those family members with little or no experience within the military
community. As you look through the table of contents, you will notice such “survival” courses as
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“Terms, Acronyms, Customs, and Courtesies,” “Chain of Command and Chain of Concern,” and
“Benefits, Entitlements, and Compensations.” These courses provide family members with the basics
of military life so that they can begin to make informed choices about their lives without “depending”
on the system to take care of them.

Level II was designed for family members who are becoming involved in their communities and who
are interested in acquiring or enhancing leadership and personal management skills. As you Look
through this section, notice an entire group of “management” courses: “Leadership,” “Group
Dynamics,” “Problem Solving.” There are also courses that build on the basic military information
from Level I: “Benefits and Entitlements,” “Rank and Command Structure,” and “Networking with
Community Resources.” All of these classes are helpful for the emerging leader involved with the
Family Readiness Group as well.

Level IIT was designed for students interested in developing advanced leadership and problem-solving
abilities. They may hold positions of leadership -- voluntarily or by virtue of their spouse’s position --
and be seeking enrichment tools. Level III courses build on those from Levels I and II: “Leadership
Skills” and “Problem Solving Techniques for Leaders,” “Group Conflict Management,” and “Building
a Cohesive Team.” They also focus on the “big picture” and unique leadership challenges for the
“seasoned spouse”: “Politics and the Army” and “Leader Roles.”

COURSE DESCRIPTIONS
Army Family Team Building
Level I

1.01 Military Terms, Acronyms, Customs, and Courtesies

Introduces the basic and unique words used routinely in military life. Team exercises reinforce the
terms and meanings learned. Materials include a glossary of military and Army acronyms and terms; a
list of the official bugle calls, including their times and purposes; and an explanation of the Army's
most basic customs and courtesies.

1.02 The Chain of Command and the Chain of Concern

Defines the military chain of command, emphasizing command structure, symbols, and the
explanation of military grades and staff positions (including civilian employee equivalents). Explains
the intent of the chain of concern in providing assistance to the families within a unit or organization.
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1.03 Introduction to Military and Civilian Community Resources
Provides an overview of the resources available within both the military and civilian communities.
This material can be used as a checklist during departures, deployments, and other important events.

1.03a Introduction to the Army Family Action Planning Program (AFAP)
Provides an overview of the Army Family Action Planning Process

1.03b Introduction to Operation READY (OP READY)

Provides an overview of Operation READY. Operation READY is a library of traning resource
materials. The READY materials are designed to serve as deployment/mobilization training materials
for Commanders, Army Community Service, Reserve Components Family Program staff, Family
Readiness Groups, unit leaders, rear detachment personnel, soldiers, and family members.

1.04 Benefits, Entitlements, and Compensation
Introduces the basic benefits and entitlements received by military and civilian personnel.

1.05 Family and Military Expectations

Covers the expectations that soldiers, civilian employees, and their families have about the extent to
which the military will "take care" of families. Also discusses what the military expects of soldiers,
civilian employees, and their families regarding taking care of themselves and each other.

1.06 Impact of the Mission on Family Life
Discusses the Army's missions and their impact upon soldiers, civilian employees, and their families.

1.07 Basic Problem Solving
Teaches the basic skills necessary to successfully solve problems.

COURSE DESCRIPTIONS
Army Family Team Building
Level II

2.01.1 Enhancing Relationship Building
Includes concepts such as "building blocks" and "stumbling blocks" and teaches methods of
maintaining successes and of meeting people.

2.01.2 Introduction to Effective Leadership

Provides instruction on leadership traits from the perspective of the group and the leader. Covers
situations that normally arise and communication essential for effective leadership.
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2.02.1 Volunteer Management / Marketing Volunteer Experience

Teaches methods of recruitment, training, retention, validation, and recognition of volunteer staff
within a community program. Also provides guidance on how to use volunteer experience as a
resource in seeking paid employment.

2.02.2 Management Skills: Communication
Provides instruction on the types, ways, and principles of effective communication. Examples will be
studied and discussed.

2.02.3 Management Skills: Conflict Management
Focuses on the balance between conflict and cooperation by stressing the functions, the types, and the
methods for managing conflict within groups.

2.02.4 Management Skills: Understanding Needs
Provides instruction on Maslow's Hierarchy of Needs (physiological, safety, socialization, self-esteem,
and self-actualization) and how these needs affect the group.

2.02.5 Management SKkills: Crisis and Coping
Provides instruction on developing the abilities needed to span from crisis to trauma. Discusses the
steps of crisis intervention and highlights the unit / community ministry.

2.03.1 Adapting to Change
Teaches how to use change as a positive force within an individual's life.

2.03.2 Stress Management
Covers the definition, causes, symptoms, and effects of stress. Discusses methods of controlling,
eliminating, and properly utilizing stress.

2.03.3 Intermediate Problem Solving
Teaches problem-solving techniques through practical exercises.

2.03.4 Time Management

Teaches personal and professional time management methods.

2.03.5 Meeting Management

Provides instruction on effective meeting management from the decision to conduct a meeting through
the meeting itself. Also discusses the roles of the various participants.

2.04.1 Networking with Community Agencies
Discusses the importance of networking within the military and civilian communities.

2.04.2 Building a Resource Library

Discusses how to build a resource library within the organization or unit. Materials will be distributed
to help start such libraries.
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2.04.3 Family Readiness Groups
Covers how to establish, conduct, and maintain a family Readiness group and also discusses the
group's relationship with the parent organization or unit.

2.04.4 Military Grade and Command Structure
Provides a continuation of the Level I course, "The Chain of Command and the Chain of Concern."

2.04.5 Benefits, Entitlements, and Compensation
Covers the benefits, entitlements, and compensation for military and civilian service. Teaches the
material using basic terms that are easy for family members to understand and use.

2.04.6 Traditions, Customs, Courtesies, and Protocol
Provides instruction on the traditions, customs, courtesies, and protocol of the military community.

COURSE DESCRIPTIONS
Army Family Team Building
Level 111

Level I1I courses offer training to enhance the professional growth and leadership development
opportunities of family members, especially those who might assume leadership roles within the
community and unit. Level IlI courses and suggested prerequisites follow. Time allotted for course
delivery may vary. Question and answer periods are not included.

3.01.1 Listening Skills
Instruction develops personal communication and listening skills by focusing on listening
behaviors. Practical exercise(s) are conducted and materials are distributed.

3.01.2 Building Self-Esteem
Students learn how to empower themselves and gain higher self worth. Students will also learn how
to take care of themselves first so they can help others.

3.01.3 Personality Traits
Course instruction describes methods of determining various personality traits and how to use
individual traits in an effective way. Materials are distributed.

3.02.1 Motivating Factors
Class provides instruction on various motivating factors that affect individuals. Exercises are based on
Maslow’s Hierarchy of Needs.

3.02.2 Leadership Skills

Classroom instruction examines the characteristics necessary to become an effective leader. Students
participate in practical exercises featuring case studies and a leadership survey. Students receive
materials.

3.02.3 Building a Cohesive Team
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From the instructions given in this class, students learn how to build cohesive teams by capitalizing on
the uniqueness of each member. Exercises in class demonstrate the methods used to encourage
members to work together. Students receive materials.

3.02.4 Leader Roles
Course instruction describes successful ways to fulfill leader roles. These include an advisor, coach,
and mentor. The class completes exercises illustrating advising, coaching, and mentoring.

3.02.5 Group Conflict Management

Classroom instruction explores managing conflict within a group by focusing on the objective, the
audience, four styles of conflict, resources, necessary preparations, and after-action procedures.
Practical exercises are conducted and materials are distributed.

3.02.6 Problem Solving Techniques for Leaders

Classroom instruction focuses on personal application of lessons learned from past experiences (using
the Experiential Learning Model). Class members also learn about group problem-solving options
(for example, problem versus solution, vertical versus lateral thinking, brainstorming, group think, and
so forth). The course includes practical exercises and materials are distributed.

3.03.1 How to Develop Presentations
In this class, students learn how to develop presentations. The class members participate in a practical
exercise and receive handout materials.

3.03.2 How to Plan and Conduct a Workshop

Class members receive instruction on how to plan and conduct a successful workshop. Lesson content
focuses on the objective, the five elements of methodology, available resources, necessary preparation,
and after-action procedures. Materials are distributed.

3.04.1 Total Army
This course presents an overview of the organization of the Army. Classroom instruction focuses on
the Army’s relationship to the Total Force structure. Materials are distributed.

3.04.2 Political Issues and the Army

Class members receive instruction intended to heighten their awareness of the sensitivity of political
issues and of their impact on the local community, as well as the military community. The course also
addresses the role of the military in the process.

3.04.3 Effective Public/Media Relations

Course instruction explores successful techniques to use when dealing with the media or local
agencies, particularly during a deployment or tour of duty in a foreign country. Materials are
distributed.
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Awards And Recognitions

In this section, a variety of information has been provided on awards and recognitions
which may be presented to volunteers in your unit. Your unit probably has given
awards in the past and information on these should be available from the S-1.
Information regarding awards which are given from
Division/Corps/Garrison/ASG/BSB level should be available from Army Community
Service (ACS) or the installation volunteer coordinator. OR! the G-1 and S-1 offices.
The fact that an award has not been given in the past in your unit should not stop you
from pursuing them for your special volunteers.

Samples of some of our favorite Recognitions are included. These are frequently given
as welcomes or farewells from the unit or used as a “thank you for a job well done”.
These poems and thoughts may be printed on a computer, written in calligraphy,
framed, printed on colored/parchment paper, rolled up and tied with a ribbon or raffia

.. use your imagination! Additionally, if these are used as awards for unit activities,
you may be able to use supplies (such as Xerox machines and paper) from the unit.
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INSTALLATION LEVEL

Recognition on the Installation level receives the greatest praise and appreciation by volunteers,
perhaps because this is recognition by peers and the entire community.

All Installations with an Installation Volunteer Coordinator (IVC) and some Installations without
IVCs recognized volunteers at this level. For Installations wanting to recognize their volunteers
postwide, in an objective and equitable way, instituting a volunteer recognition board has been
reported by many posts to work well. In 1985, Pirmasens Kaserne, Germany, formed the Pirmasens
Volunteer Recognition Program Board. The Board is a private organization representing all volunteer
agencies and has as its stated purpose: to build and enhance the volunteer program. The objectives of
the Board are to recognize volunteers and publicize volunteer accomplishments and activities. The
Board supplements the ongoing agencies' awards program; standardizes and codifies volunteer
recognition criteria; and serves as the umbrella for the community-wide volunteer awards program. It
evaluates, selects, and designates volunteers for awards and recognition. Volunteer of the Quarter,
Year, Families of the Year, and Departing Volunteers are some of the programs -used. For more
information on how this was operated and lessons learned, write to:

Community Volunteer Recognition'

c/o Commander, Military Community Board Pirmasens
ATTN: AERP-PS

APO New York 09189-0015

Installation volunteer recognition usually takes place during National-Volunteer Week which has been
established by Volunteer, the National Center. The schedule for National Volunteer Week for the next
two years is as follows:

9-15 April 1989
22-28 April 1990

Each year, the President of the United States makes a formal printed proclamation recognizing
National Volunteer Week. Many Commanders, Governors, and Mayors issue proclamations too (see
Appendixes D & E).

Recognition varies from Installation to Installation. Certificates and letters of appreciation signed by
the Commanding General, pins, plaques, training sessions, luncheons, retreats, and receptions are
widely used. Special drawings for donated gifts, discounts to volunteers at local PXs, lunch discounts
at Officer and NCO Clubs, and free or discounted services provided by MWR Activities are other
forms of recognition used by many posts. Also popular are pictorial displays, feature articles with
pictorial support in local and post newspapers, and radio programs. The giving of "Special Volunteer"
buttons or ribbons is also a favorite for everyone.
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Some Installations combine their recognition with their civilian counterparts. For example: The
Volunteer Action Center in Lawton ' Oklahoma, coordinates the Lawton-Fort Sill Volunteer of the
Year Program and luncheon. To receive details on how this program works, contact:

Installation Volunteer Coordinator
HQ, USAFACFS

ATZR-P

Fort Sill, OK 73503-5100
Autovon 639-3001

Fort Hood, Texas, participates in the Annual Governors Award for Outstanding Volunteer Service.
These awards are presented to individuals to emphasize the importance of volunteer service to the
citizens of Texas, to reward individual achievement and to provide role models to others. The IVC at
Fort Hood will be able to give you more information:

Commander

T Corps and Ft. Hood
ATTN: AFZF-PA-IVC
Fort Hood, TX 76544-5056
Autovon 737-8355/8657

Also participating in their. State's Governors Volunteer Award Program is Fort Lewis, WA. Contact
the IVC for-more information:

I Corps and Ft. Lewis

ATTN: AFZH-PA-VOL COORD
Fort Lewis, WA. 98433-5000
Autovon 357-3171/2324

A call to the State capital or the Department of Volunteerism of your particular state may open up a
whole world of awards available to military volunteers. During Volunteer Week another unique way
of honoring volunteers deals with adding a Volunteer Fair. Berlin, Germany and Carlisle Barracks,
PA. both conducted fairs. Volunteer organizations "Brag" about their volunteers and programs. This
accomplishes two things: it honors volunteers who participate and validates the programs. For more
information call:

Carlisle Barracks on Autovon 242-4357
or write:

Installation Volunteer Coordinator

US Army Berlin

ATTN: AEBA-GA-FSO, Berlin Brigade
APO NY 09742-0015

"Day Out" for all volunteers is offered during volunteer week at Ft. Ritchie, MD. A riverboat ride is
provided. For details regarding funding and child care contact:

Commander
HQ, US Army Garrison and Ft. Ritchie
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ATTN: ASNJ-P-CF-F-A
Fort Ritchie, MD 21719-5010
Autovon 277-5100/5034

At Fort Meade, MD., the Commanding General presents a volunteer service scroll to each volunteer
agency listing participating volunteers. For more information on this beautiful scroll write (See
Appendix F):

Volunteer Coordinator

ATTN: AFZI-PAF-FSD-ACS

Fort George Meade, MD, 20755-5078
Autovon 923-3946/3948

A Helping Hand Certificate and a specially designed medal are presented to the most outstanding
volunteer at Fort Hood, Texas. For more information on the criteria for this award and how funding
for the medal was achieved, contact (See Appendix G):

Commander

I Corps and Ft. Hood
ATTN: AFZF-PA-IVC
Fort Hood, TX 76544-5056
Autovon 737-8355/8657

Fort Eustis, VA and Fort Bragg, NC present plaques to each volunteer agency on behalf of the
Commander to recognize all volunteers as part of volunteer week. For a description of the plaques,
plus funding information, contact the IVC:

HQ XVIII Airborne Corps Family Readiness Division
ATTN: AFZA-PA-FV ATTN: IVC, Bldg 661
Ft. Bragg, NC 28307-5000 or Ft Eustis, VA 23604-5114
Autovon 236-4175 Autovon 560-3638

At Fort Bragg, NC, a Commander's Certificate of Achievement is presented to outstanding volunteers
by the Commanding General at the volunteer reception. For additional information, write:

HQ XVIII Airborne and Ft. Bragg
ATTN: AFZA-PA-FV

Ft. Bragg, NC 28307-5000
Autovon 236-4175
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Fort Benning, GA and Fort Myer, VA also use Certificates for Patriotic Civilian Service for their most
outstanding volunteers. Write:

HQ, USAIC IvC

Volunteer Resource Center or Army Community Service
ATTN: ATZB-PA-FS-VC ATTN: ANPE-HR-ACS,
Ft. Benning, GA 31905-5223 Building 202

AUTOVON 835-5602 Ft. Myer, VA 22211

Autovon 222-3510

The "Buffalo" Certificate of Achievement is awarded to outstanding volunteers at Fort Ord, CA, by
the 4th B, 17th Infantry, 7th Infantry Division (Light). Please note that this certificate is not only for
achievement, but can also be awarded to a member of a Family Readiness Group. (See Appendix H)

To recognize their most outstanding volunteers, many installations use the "Volunteer of the Year"
and "Volunteers of Merit" awards during Volunteer Week activities. A copy of the "Volunteer of the
Year" guideline is included in The Installation Volunteer Coordinator Handbook, A Model for the
Installation Volunteer Coordinator Program. This publication is available at:

ACS Division US Army Community and Family Readiness Center
HQ DA (DACF-FSA)

Alexandria, VA 22331-0521

Autovon 221-9390

In addition to certificates of appreciation, Volunteers of the Year and Volunteers of Merit receive
special gifts including savings bonds, gift certificates, and merchandise.

Fort Lewis, Washington awards their Volunteers of Merit an additional Certificate for their
nomination, a substantial savings bond donated by the Tacoma-Ft. Lewis-Olympia Chapter of the
Association of the US Army ~AUSA), an overnight vacation for two to Victoria, Canada, donated by
the Ft. Lewis Officers' Wives' Club, a plaque honoring their selection and the DA Patriotic Civilian
Service Award (for civilians) and/or the DA Certificate of Achievement (for military members). The
Volunteer of the Year receives a substantial savings bond donated by the Tacoma, Ft. Lewis -Olympia
Chapter of AUSA, a gift certificate for a first class overnight accommodation at a local hotel donated
by the Tacoma Rotary Club J8, a gift certificate for a local department store donated by the Madigan
Army Medical Center OWC, a vacation get away trip donated by the Ft. Lewis OWC, the
Commanders Award for Public Service, and is submitted for the FORSCOM Certificate of
Appreciation for Volunteer Service. Designated parking places for a whole year at the PX and
commissary are awarded to both Volunteers of Merit and the Volunteer of the Year. The Volunteer of
the Year gives the Commanding General a mock check representing, at minimum wage level, the
monetary value of the volunteers' contribution in time and service. This is the minimum amount of
money that the installation will have saved if these positions had been manned by paid staff. Contact
Ft. Lewis IVC for details:
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I Corps and Ft. Lewis

ATTN: AFZH-PA-VOL COORD
Ft. Lewis, WA 98433-5000
Autovon 357-3171

Taegu, Korea's Volunteer of the Year receives a DA Certificate of Achievement, a letter of
commendation, a plaque, and a gold (18K) volunteer pin. More information can be obtained by writing
to:

Camp Henry, Taegu, Korea/CDR
20th Spt Gp

ATTN: IVC

APO San Francisco 96218-07177
Autovon 268-1101 EXT 3039

Fort Drum, New Y ork nominates their Volunteer of the Year for the FORSCOM Certificate of
Appreciation for Volunteer Service. For more information, write to:

Commander

HQ 10th MTN Div (L) and FT. Drum
ATTN: AFZS-PA-FSV

Ft. Drum, NY 13-602-5099

Autovon 341-6710

The Certificate of Appreciation for Patriotic Civilian Service and a bouquet of flowers are presented to
the Volunteer of the Year by the Ft. Devens, MA Commanding General and his wife. More
information can be obtained by writing:

IvC

Family Readiness Center
Box 20

Ft. Devens, MA 01433-5200
Autovon 256-2582/3379

Ideas for Volunteer Week activities have been presented in a paper: National Volunteer Week,
1987-Program Ideas. Copies can be ordered from:

Volunteer-The National Center
1111 N 19th St. Suite 500
Arlington, VA 22209

Phone: (703) 276-0542

Be sure to check with them for yearly updates!
In 1986, a National Volunteer Week After Action Report Summary was compiled by Kris Henn, a

volunteer for the U.S. Army Community and Family Readiness Center, Alexandria, VA. This report is
prepared annually and mailed to all IVC's and ACS Centers Army wide. This report contained
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information on what was done during National Volunteer Week on Installations Army-wide. It's
included here for those who might have missed it. (See Appendix I)

In addition to Volunteer Week some Installations such as Ft. Devens, MA., Presidio of San Francisco,
CA., and Ft. Wainwright, AK., have "Army Family Week" recognition, which includes the Great
American Family Award contest. The Great American Family Award includes several rewards and the
Great American Family Certificate for selectees.

During this time Ft. Devens also recognizes other volunteers who have contributed to the quality of
life of Army Families. Recognition consists of:

Youth Activities Volunteer, Ft. Devens Appreciation Certificate

Youth Activities Volunteer, Special Commander’s Certificate

Community Life Program, Mayors Commander’s Certificate

Community Life Program - Committee Members - Neighborhood Appreciation

o op

For more information on all programs contact:

IVC

Family Readiness Division
Ft. Devens, MA 01433-5200
Autovon 256-2582/3379

IvC

HRDD

Presidio of San Francisco, CA 94129-5050
Autovon 586-2442

Commander

IvC

Bldg. 4061

Fort Wainwright, AK  999703-5100

In addition to Volunteer Week, Karlsruhe, Germany, is developing a program to recognzie volunteers
in the fall; in particular, outstanding volunteers who are PCSing during this timeframe.

Recognizing volunteers at the installation level with different types of awards according to hours
workked is a method that Fort Pol, LA, and Taegy, Korea, have developed.

Ft. Polk uses the following criteria and awards:
50 hours = Letter of Appreciation signed by DPCA
500 hours = Certificate of Commendation signed by the Garrison Commander

1000 hours = Community Service Award signed by Commanding General
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Athletic team coaches receive 125 hours of volunteer service for each sport they coach. For example:
for coaching one season of basketball (125 hours) = 250 hours of volunteer service for the year.

For more information ask for 5D & FP circular, Number 672-3 at the following address:

HQ, 5" Inf. Div. (M) & Ft. Polk
ATTN: AFZX-PA-IVC

Ft. Polk, LA 71459-5000
Autovon 863-4196

Taegu’s community volunteer award program includes:
50 hours = Certificate of Appreciation and plain name tag

250 hours = 250 hour award and gold colored name tag = Eligibility for volunteer of the Quarter
Award

500 hours = Elibibility for Volunteer fo the Year
Contact:

Commander

Camp Henry, Taegu, Korea/CDR
20 Support Group

ATTN: EANC-T-D/PA (IVC)
APO SF 96218-0177

Autovon 268-7615/7951
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VOLUNTEER OF THE MONTH

Monthly recognition programs are conducted at Ft. Gordon, Ga., Panama, Ft. Rucker, Al., and
Aberdeen Proving Ground, Md.

Ft. Gordon's criteria for the monthly award is ..." Any individual who is actively engaged in volunteer
activities and has contributed a minimum of 16 hrs/mo. which benefits the Ft. Gordon community is
eligible." When inquiring, ask for USASC & FG Reg 672-7:

HQ, US Army Signal Center and Fort Gordon
ATTN: ATZH-PAC

Ft. Gordon, GA 30905

Autovon 780-2820/3653

Panama has a Red Chip Award and a Letter of Recognition that are presented monthly at civilian and
volunteer awards ceremonies. The Letter of Recognition given to the Volunteer of the Month is signed
by the Commanding General.

IVC Program

US Army Southern Command
ATTN: SOGA-PCF-FV
Bldg. 519

APO Miami, FL 34004-5000
Autovon 312-87-5455/3119

Aberdeen Proving Ground recognizes approximately 25 volunteers per month in their Outstanding
Volunteer Program. Each volunteer receives a message of congratulations and thanks from the
Commanding General. The installation's electronic message board lists each volunteer in the
nominating agency.

The Community newspaper, LIFELINE publishes an Aberdeen Proving Ground Honor Roll which
tells each volunteer and their monthly hours.

IVC

Family Liaison Office

Bldg: 3502 ATTN: STEAP-PA-CF-F
Aberdeen Proving Ground, MD 21005
Autovon 298-5469

Ft. Rucker's Volunteer of the Month must be a volunteer who has greatly enhanced the environment at
Ft. Rucker. The volunteer of the Month receives a certificate from the Commanding General, or his
designated representative, at the same ceremony that the Soldier of the Month, etc., is recognized. The
individual is also invited to the monthly AUSA Executive luncheon for further recognition. Contact:

HQ, US Army Aviation Center & Ft.Rucker
ATTN: ATZQ-PAC-FS
Ft. Rucker, AL 36362-5000
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VOLUNTEER OF THE QUARTER

Volunteer of the Quarter programs are active at Worms, Germany, Ft. Benning, GA., and Taegu,
Korea. Taegu's criteria includes:

Anyone who has contributed a minimum of 250 hours

The nomination goes to the IVC's office NLT the last working day of each quarter and the Volunteer
of the Quarter is limited to one winner per quarter

Agencies or individuals may nominate up to 3 individuals per quarter

The Volunteer of the Quarter is automatically nominated for Volunteer of the Year and receives a
Certificate of Appreciation, a Letter of Commendation, and a silver volunteer pin at the quarterly
luncheon.

For more information on these programs contact:

IvC

Camp Henry, Taegu, Korea/CDR
20th Spt. Gp.ATTN: IVC

APO San Francisco 96218-0177
Autovon 268-7615/7951

HQ, USAIC

Volunteer Resource Center
ATTN: ATZB-PA-FS-VC
Ft. Benning, GA 31905-5223
Autovon 835-5602

IvC

Worms ACS Office
USMCA-Worms

APO New York 09058-0015

Some military branches on installations have developed Certificates to recognize their volunteers. The
USA: Infantry Center, Ft. Benning, GA., awards a Certificate of Achievement. The Aviation Center at
Ft. Rucker, AL., presents the Katherine right Award to spouses and family members who have given
of their time to support the Army aviation community and/or the Aviation branch at Ft. Rucker.
Contact:
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HQ, USAIC

Volunteer Resource Center
ATTN: ATZB-PA-FS-VC
Ft. Benning, GA 31905-5223
Autovon 835-5602

or

IVC

USA Aviation Center & Fort Rucker
ATTN: ATZQ-PAC-FS IVC

Fort Rucker, AL 36362-5000
Autovon 558-2341/4201/4907/3128

Being recognized for outstanding volunteer service by a particular military branch, battalion, brigade,
division, corps, is a highly regarded honor.

Field Artillery has established the Molly Pitcher Award which is presented to a person who has
voluntarily contributed in a significant way to the betterment of the Field Artillery community.
Spouses are primarily the recipients of this award which is recognized by the field artillery worldwide.
For further information contact:

Artillery Association

Fort Sill, OK 73503
Autovon 639-6075
Commercial (405) 355-4677

The 108th Air Defense Artillery brigade headquartered in Kaiserslautern, West Germany, has created
and established a special Commanders Award coin for outstanding volunteer service which is
comparable to the Commanders Award coin presented to soldiers for outstanding performance. The
coin is presented to a volunteer whose exceptional contributions have made a particularly noteworthy
impact on the quality of life of the community and the command. If you wish to establish a similar
award, more information may be obtained by contacting the following:

Commander

HQ, 108th ADA

APO New York 09227
Autovon 483-8642/7734
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MAJOR COMMANDS (MACOMs)

Installations that wish to award volunteers who have provided exceptional service with recognition
above the installation level, may nominate them for a MACOM award.

At present, FORSCOM offers the FORSCOM Certificate of Appreciation for Volunteer Service. Other
MACOMs are in the process of developing awards for their volunteers who merit recognition at this
level. It is hoped that all MACOMs will institute volunteer recognition at this level. Information on the
FORSCOM award is in FORSCOM Supplement 1 to AR 608-1. A copy can be ordered by contacting:

Department of the Army

HQ, FORSCOM

Ft. McPherson, GA 30330-6000
Autovon 797-3339

During National Volunteer Week, Camp Zama and US Army, Japan (USARJ) hold a recognition
ceremony for all volunteers in USARJ.

The USARJ commanding general presents every volunteer with a Department of the Army Certificate
of Appreciation and a letter of appreciation. For more information contact:

Headquarters

17th Area Support Command

ATTN: AJGH-PA-CFIVE (Ms. Schnyder)
APO San Francisco 96343-0064
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DEPARTMENT OF THE ARMY AWARDS

The Army has a hierarchy of honorary public service awards which are used to recognize private
citizens, including foreign nationals, and non-career civilian employees who make contributions of
benefit to the Army. The awards include medals and certificates and may be approved at various levels
of command up to the Secretary of the Army. Information concerning these awards may be found in
Chapter 10, C2, AR 672-20, 1 February 1984. The awards are as follows:

Certificate of Appreciation for Patriotic Civilian Service - Consists of a certificate and a lapel
button. The award is given to recognize patriotic civilian service that contributes to the mission of an
Army activity, command, or staff agency, or to the welfare of Army personnel. The Secretary of the
Army or MACOM commander may make this award, or the authority may be delegated to subordinate
commanders at the discretion of the MACOM commander. Nominations to be approved by the
Secretary of the Army will be personally endorsed by major commanders and submitted to the
Executive Secretary, Army Incentive Awards Board (see Appendix J).

Commanders Award for Public Service - Consists of a bronze medal and lapel pin. The certificate is
DA Form 5231. This award is given to recognize service or achievements that contribute significantly
to an Army activity, command, or staff agency. A nomination will normally cover a minimum period
of 1 year of service. Approval authority is only command 06 and above, commanders exercising court
martial authority, agency heads, and subordinate officials of GO rank or civilian equivalent (see
Appendix K).

QOutstanding Civilian Service Award - Consists of a bronze medal, rosette, and a citation certificate.
The Secretary of the Army or MACOM commander may award this medal to private citizens when
they make a substantial contribution that is of significance to the MACOM concerned (see Appendix
L).

Decoration for Distinguished Civilian Service - Consists of a gold medal, rosette, and a citation
certificate signed by the Secretary of the Army. The Secretary of the Army awards this medal to those
who provide distinguished service that makes a substantial contribution to the accomplishment of the
Army's mission (see Appendix M).
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PRESIDENTIAL

The President's Volunteer Action Award is the most prestigious award ever presented for volunteer
service. This award was created to honor those individuals and groups who make unique contributions
through volunteer service and to focus public attention on outstanding and innovative volunteer
efforts.

The President's Award is co-sponsored by VOLUNTEER-The National Center (a private non-profit
organization), and ACTION, a federal volunteer agency.

A sterling silver medallion, provided by Avon Products, Inc., is presented to each recipient by the
President at a special White House Ceremony. All finalists receive special citations for their
exemplary volunteer contributions.

For more information, forms, and facts on deadlines, write:

VOLUNTEER

The National Center

1111 N. 19th St.

Suite 500 Arlington, VA 22209
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DEPARTMENT OF THE ARMY
Headquarters, V Corps
Unit 29355
APO AE 09014

AETV-AGP 25 June 1996

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Delegation of Award Approval Authority for the Military Outstanding Volunteer Service
Medal

1. References.
a. Paragraph 2-16, AR 600-8-22, Military Awards.
b. Commander, PERSCOM, TAPC-PDA, message DTG 131442 Jun 96, SAB.

2. On 7 May 1996, the Assistant Secretary of Defense approved delegation of award approval
authority for the Military Outstanding Volunteer service Medal (MOVSM) to the same level as the
approval authority for the Army Achievement Medal (AAM).

3. Effective immediately, commanders in the rank of Lieutenant Colonel (05) are delegated authority
to approve awards of the MOVSM.

4. The MOVSM was established in January 1993 as a means of recognizing Active and Reserve
Component soldiers who, after 31 December 1992, perform outstanding volunteer community
service of a sustained, direct, and consequential nature. Reference “ a” contains complete
requirements and instructions for processing the MOVSM.

5. POC CW4 McElroy, C, AG Personnel Actions Division, DSN 370-5130/5132.

FOR THE COMMANDER:
MICHAEL D. LOCKE
LTC, AG
Deputy Adjutant General
DISTRIBUTION:

Commander, Task Force Victory, ATTN: ACofS, G1, APO AE 09096
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DR. MARY E. WALKER AWARD

In the truest of United States Army ideals and American patriotism, Dr. Mary E. Walker
is the only woman in United States history to receive the Medal of Honor. She became
one of the first women physicians in the country in 1855. At the outbreak of war in
1861 Dr. Walker applied for a commission as an Army surgeon but was turned down
because of her gender. She served in Washington as an unpaid volunteer in various
camps and a hospital for Indiana troops. Meanwhile, she was instrumental in
establishing an organization which aided needy women who came to Washington to
visit wounded relatives. She served as a field surgeon on a volunteer basis, rendering
assistance at tent hospitals in Virginia. She was finally appointed as an assistant surgeon
and assigned to the 52d Ohio Regiment. With immense courage and bravery rarely
matched, Dr. Walker demonstrated her firm belief in the American cause at the greatest
personal risk. She consistently discounted personal injuries and great hardships to
complete the mission. She was captured and a prisoner of war for four months before
being freed in A prisoner exchange. Through, her actions, Dr. Mary E. Walker set the
standards for helping to improve soldiers' quality of life for generations to come.
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Medallion Wear Guidance

Wear Guidance For the Order of Saint Barbara Medallion

Army Blue or Army White Mess Uniform. The Order of Saint Barbara medallion will
be worn with the ribbon around the neck-, outside the shirt collar and inside the coat
collar. The medallion will hang at full length of the ribbon.

Army Blue, Army White or Army Green Uniform. The Order of Saint Barbara
medallion will hang with the ribbon around the neck, outside the shirt collar and inside the
coat collar. The medallion will hang over the four-in-hand necktie near the collar and
above the top button of the coat or just under the bow tie near the collar and above the top
button of the coat. Proper positioning may require pinning the ribbon together
approximately three inches from the ends.

General Information. The medallion will be worn with the cannon side facing the chest,
and the bust of Saint Barbara facing out and in view. The Order of Saint Barbara will be
worn only at Air Defense Artillery functions such as Saint Barbara's Day celebrations,
Artillery balls, or Artillery dining-ins and dining-outs. Commanders, 0-5 and above, may
designate other occasions for wear as appropriate.

Wear Guidance for the Order of Saint Barbara Medallion for Civilians

Males. Men will wear the medallion around the neck with the ribbon over the shirt collar
and inside the coat collar. Whether worn with a bow tie or four-in-hand tie, the medallion

will hang at the full length of the ribbon. When the four-in-hand tie is worn, the medallion
will hang over the tie.

Females. Ladies will wear the Order of Saint Barbara medallion around the neck with it
hanging at the full length of the ribbon.

General Information. The Order of Saint Barbara medallion should be worn at Saint
Barbara's Day celebrations, Air Defense Artillery balls, dining-ins and dining-outs, and to
other formal occasions as the recipient deems appropriate. The medallion will be worn
with the cannon side facing the chest and the bust of Saint Barbara facing out and in view.

Wear Guidance for the Order of Molly Pitcher Medallion

The Order of Molly Pitcher may be worn as the recipient deems appropriate. The
medallion may hang from either a ribbon or a chain.
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Care Kit

This kit was lovingly constructed for your use at any time.
Store it in a handy place for use at any time. In the kit please find ....
A PAPER CLIP

To help keep things together when they seem to be slipping out of control.
A RUBBER BAND

To remind you that there is always someone to offer a hug or to be close when you need it.

A TISSUE

To wipe away a tear - yours or somebody else’s.

A CANDY KISS

To say “I love you” in a sweet way.

A SMALL SMOOTH STONE

To remind you that rough times help refine and polish us for smoother tomorrows.
AN ERASER

To erase any mistakes or misunderstandings that are troubling you.

A NOTE CARD

To send a long-overdue greeting to a friend or relative or to someone who is lonely.
A RECIPE

To make when you want to do something special for someone.

AN ADHESIVE BANDAGE

To remind you of healing, perhaps of hurt feelings - your own or someone else’s.
A POEM

To share the beauty of words.

A SCRIPTURE VERSE

To share god’s word of love.
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13.

14.
15.
16.
17.
18.
19.
20.
21.

22.
23.
24.
25.
26.
27.

28.
29.
30.

31.
32.
33.

34.
35.
36.
37.

38.

101 WAYS TO GIVE RECOGNITION

. Smile

. Put up a volunteer suggestion box
. Treat to a soda

. Reimburse assignment-related

expenses

. Ask for a report

. Send a birthday card

. Arrange for discounts
. Give service Stripes

. Maintain a coffee bar
10.
11.
12.

Plan annual ceremonial occasions
Invite to staff meetings
Recognize personal needs and
problems

Accommodate personal needs and
problems

Be pleasant

Use in an emergency situation
Provide a baby sitter

Post Honor Roll in reception area
respect their wishes

Give informal teas

Keep challenging them

Send a Thanksgiving Day card to
the volunteer’s family

Provide a nursery

Say “Good Morning”

Greet by name

Provide good pre-service training
Help develop self-confidence
Award plaques to sponsoring
groups

Take time to explain

Be verbal

Motivate agency VIP’s to
converse with them.

Hold rap sessions

Give additional responsibility
Afford participation in team
planning

Respect sensitivities

Enable to grow on the job

Enable to grow out of the job
Send newsworthy information to
the media

Have wine and cheese tasting
parties

TO VOLUNTEERS

39.

40.
41.
42.
43.
44.
45.
46.
47.

48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.

60.
61.

62.
63.

64.

65.
66.

67.

68.
69.

70.

Ask client-patient to evaluate their
work-service

Say “Good Afternoon”

Honor their preferences

Create pleasant surroundings
Welcome to staff coffee breaks
Enlist to train others

Have a public reception

Take time to talk

Defend against hostile or negative
staff

Make good plans

Commend to supervisory staff
Send a Valentine

Make thorough pre-arrangements
Persuade “personnel” to equate
volunteer experience with work
experience

Admit to partnership with paid
staff

Recommend to prospective
employer

Provide scholarships to volunteer
conferences or workshops

Offer advocacy roles

Utilize as consultants

Write them thank you notes
Invite participation in policy
formulation

Surprise with coffee and cake
celebrate outstanding projects and
achievements

Nominate for volunteer awards
Have a “Presidents Day” for new
presidents of sponsoring groups
Carefully match volunteer with
job

Praise them to their friends
Provide substantive in-service
training

Provide useful tools in good
working condition

Say “Good night”

Plan staff and volunteer social
events

Be a real person

71.

72.
73.

74.
75.
76.
71.
78.
79.

80.

81.

82.

83.

84.

85.
86.

87.
88.
&9.

90.
91.
92.

93.

94.
95.

96.

97.
98.
99.
100.
101.

Rent billboard space for public
laudation

Accept their individuality
Provide opportunities for
conferences and evaluation
Identify age groups

Maintain meaningful file

Send impromptu fun cards

Plan occasional extravaganzas
Instigate client planned surprises
Utilize purchased newspaper
space

Promote a “Volunteer-of-the-
Month” program

Send letter of appreciation to
employer

Plan a “Recognition Edition” of
the agency newsletter

Color code name tags to indicate
particular achievements (hours,
years, unit, etc.)

Send commendatory letters to
prominent public figures

Say “we missed you”

Praise the sponsoring group or
club

Promote staff smiles

Facilitate personal maturation
Distinguish between groups and
individuals in the group
Maintain safe working conditions
Adequately orient to job

Award special citations for
extraordinary achievements
Fully indoctrinate regarding the
agency

Send Christmas cards

Be familiar with the details of
assignments

Conduct community-wide
cooperative, inter-agency
recognition events

Plan a theater party

Attend a sports event

Have a picnic

Say “Thank You”

Smile

Awards- 19



VOLUNTEER RECOGNITION
A YEAR-ROUND RESPONSIBILITY

The following list provides lots of ideas at a glance for recognizing your volunteers year-round
as well as during National volunteer Week. It is reprinted with permission from a recently
revised handbook entitled From Here To There, published by the Volunteer Action Center of the
United Way in Dayton, Ohio.

A volunteer’s pay is recognition and the assurance that he/she is an equal partner of the agency
or organization. Recognition, therefore, should be an integral part of the management process so
that people feel valued and good about themselves and their organization.

WHEN TO RECOGNIZE VOLUNTEERS

1. At the time they sign up to volunteer:
e Send letter of welcome
e Issue I.D. card, name tags, uniform, etc.
¢ Provide an orientation program
e Provide a parking space, lunch, coffee and/or mileage reimbursement
e Provide good job descriptions, training and supervision
e Publish name of new volunteer in employee newsletter and/or volunteer newsletter

2. Daily or weekly:
e Smile!
¢ Informal thank-yous by staff and volunteer coordinator
e Document their time for evaluation
e On the job praise

3. Monthly:
e Volunteer of the Month
e Appropriate evaluations
e Articles in newsletters

4. Annually:
e Special events where awards are given, such as a dinner, luncheon, reception, coffee or
dinner dance.
e Certificates, plaques and other awards for time spent volunteering
¢ Gift of photo of volunteer at work or receiving award
e Volunteer Appreciation Day- use facilities free of charge
e “Turn-about” lunch - staff serves volunteers
e Holiday parties
e Teenage pizza pa